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Easy to operate 


Fast and rugged 


For years of 
dependable service 


Model 
shown 


$10 750° 


Smith-Corona 


No other machine can be as useful and 
as profitable to your business as an add- 
ing machine. And—no other adding 
machine gives you so much for so little, 
as a Smith-Corona. 

You can keep the tape as a permanent 
record printed in bold, easily read type. 
For listing checks, invoices and inven- 
tory totals, accounts payable and receiv- 


ADDING MACHINE 


able, income tax summaries, and many 
other uses you will have a fast, precision 
instrument built for years of rugged, 
fool-proof, trouble-free performance. 

A Smith-Corona Adding Machine is the 
biggest, low-cost investment you can 
make in your business — to insure accu- 
rate records and profitable operations. 
See both models demonstrated! 








*Price for all states permitting Fair Trade Laws. Subject to change. Federal Excise Tax extra on Adding Machine. 


MAIL COUPON TODAY. 


SMITH-CORONA INC 
| 195 Almond Street Syracuse 1 N Y 


i Please rush me all the facts... 


J Signed v 4 
| CLIP THIS TO YOUR BUSINESS LETTERHEAD 


His sails cei ib see elena tla lems te ule 


SMITH-CORONA 
Cash Register 
With adding machine 


Low in cost... 
from $159.50° 
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PORTRAIT OF A GIRL . 
Who used to help get out the mail! 


. . . now She and five other clerks 
can be replaced by 


Sei Inserting & Mailing Machine 
in action—you'll marvel. A single 
unit does the work of a squad of 
clerks, a battery of ordinary equip- 
ment. One machine, tended by two 
clerks, can turn out over 30,000 
pieces of mail per day. Because 
Inserting & Mailing Machine 
makes a mass-production process 
out of mailing, executes all opera- 
tions . . . gathers up to eight 
enclosures, inserts in envelopes, 
seals, prints postal indicia, counts 
and stacks. 


——vEse 2 © 


CASE HISTORY No. 36 


Automobile Club of 
Southern California, Los 
Angeles, writes: 'Be- 
sides expediting our 
mailing, Inserting & 
Mailing Machine saves 
us a very large Lad of 


See How Your Mailing 
Costs Can Be Reduced 
Let us make a test run of your next 
large mailing. Simply pen a line on 
your letterhead. 


labor costs . . 


INSERTING Al AND (se MACHINE COMPANY, ruiicirseurc, new senser 


*COUPONe® 


INSERTING AND MAILING MACHINE CO., Dept. 0-12-54 

PHILLIPSBURG, NEW JERSEY 

| We would like an Analysis & Pr 
posal relating to our mass mailing. 


Individual 


Send more information about /nsert 
ing & Mailing Machine. 


> 

















GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA 


COUNTS & STACKS 
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Announcing UNIVAE 120 
for punched-card electronics 


The new electronic computer 
that cuts operating costs — 
tightens management controls. 


You've heard of Univac, the data- 
processing system that eats up mountains 
of pi ipe srwork in a flash of electrons. Now 
heres Univac 120, the advanced 
punched-card computer that makes 
hundreds of calculations and logical 
decisions in a fraction of a second. 

See how Univac 120 races through 
complicated problems of production 
control and engineering design. How it 
saves machine steps on payrolls and cost 
records. How it saves manpower on bill- 


ing, accounting, sales analysis and other 
vital operating records. 

What’s more, with Univac 120 you 
can afford to get many special reports 
that take guesswork out of management 
decisions. It will dig out basic facts and 
figures that up to now have cost too 
much or taken too long. 

Why not put it squarely up to us to 
show you how punched-card electronics 
can pay its way several times over in your 
organization? Room 2215, 315 Fourth 
Avenue, New York 10. 


Memington. Fkarul. 


ELECTRONIC SYSTEMS 
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How New Tax 
Law Affects 
Replacement of 


Equipment 


JOSEPH J. SCHWARTZ 


Attorney and C.P.A., 
Schwartz & Meyers, New York 


NDER the new tax law it may cost* 
[= less to replace office equipment 

annually than to keep it for its use- 
ful life. The depreciation provisions 
of the new law, for example, make it 
possible to purchase a duplicator for 
$1,000 and replace it each year with a 
new one at a total after tax cost of 
$250 for a ten-year period. Compare 
this with the cost of keeping the ma- 
chine for its useful life—$625 for the 
same ten-year period—and it becomes 
apparent that you ought to stop and 
examine carefully your methods of pur- 
chasing and depreciating office equip- 
ment. 

Declining Balance Method. The prin- 
cipal provision of the new tax bill per- 
mits you to adopt a declining balance 
method of depreciation at rates double 
those permitted under the straight-line 
method. This provision however ap- 
plies only to new or rebuilt property 
first put into use after Dee. 31, 1953. 
This is how it works: 

First you determine the rate of de- 
preciation of the asset under the 
straight-line method. 3ut instead of 
applying that rate each year to the full 
cost of the you double it and 
apply the double rate each year to the 
balance of cost which is left after sub- 
tracting depreciation already taken. 

For example, if in 1954 you purchase 
a $1,000 machine with a useful life of 
10 years and no salvage value, your de- 
preciation allowance for each of the 


asset, 


ten years of its life will be: 


Straight-Line Method 
$100 . 
100 
100 
100 
100 
100 
100 
100 
100 
100 


New Method 
. $200.00 
160.00 
128.00 
102.40 
81.92 
65.54 
52.43 
41.94 
33.55 
26.84 


Year 


COMMON CUA WN— 


Thus the effect of the new method is 
to start off with the highest deduction 
in the first year of useful life and taper 
off to very low deductions in the last 
years. In the case of a short-lived asset 
such as one with a three-year life, you 
can take a depreciation allowance of 
66 2/3% of cost in the first year under 
the. new method as against 331/3% 
under the straight-line method. In the 
case of an asset with a long life, say 
25 years, the new method recovers half 
its cost in nine years whereas the 
straight-line method takes 124% years. 
In general, the new method depyeciates 
40% of the cost of an asset in the first 
quarter of its life and two-thirds of the 
cost in the first half. 

Annual Replacement. Coming back 
to the $1,000 machine: if your company 
is in the 50% tax bracket, the $200 de 
duction in the first year, under the new 
method, will save you $100 in taxes. 
Therefore if you sell or trade-in the 
machine for $900 at the end of the first 
year, and with the $100 saved purchase 
a new you have a new machine 
without any additional outlay of capital. 
You may then take a $200 deduction 
once more in the second year and re- 
peat the process. Your only cost will 
be a capital gains tax of $25 each year 
on the excess of the trade-in value 
($900) over the adjusted basis of the 
machine ($800). For a ten-year period 
the total after tax cost to you will be 
$250. 

If you were to keep the machine for 
its ten-year life depreciation deductions 
would total $1,000 and the expense of 


one, 
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What the best 
dressed letters 
wear...and why! 


Today's important business and 
financial mail is metered mail, 
stamped and sealed by the postage 
meter in the mailer’s own office. 
Smarter looking than mail bearing 
ordinary adhesive stamps, it makes 
people notice! 


@ Now, even the smallest office can enjoy 
the prestige of metered mail...and do 
away forever with lick-and-stick mailing. 
How? With the DM, the little desk model 
postage meter. 

ei prints postage, any amount for any 
kind of mail, right on the envelope— 

with your own small ad, if you like...and 

a dated postmark that makes less work for 
the postoffice and helps your mail get away 
faster. Has a moistener for sealing envelopes, 
Even handles parcel post. Anybody 

can easily use it...a big time saver. 

® Other models, hand and electric, for 
larger firms. Ask the nearest PB office 

for a demonstration. Or send the coupon 
for free illustrated booklet. 


The DM desk model 


Postage Meter™ 
cially designe 


d for 


ye 
sit offices 45 well 


as small pusinesses- 
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PITNEY-BOWES 
Postage 
Meter 


Offices in 94 cities 
in U.S. and Canadeé 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder 


Pitney-Bowes, Inc. 
$481 Paciric St., Stamrorp, Conn. 
Please send free (1) DM booklet, () chart to: 


Name — 


Address 











major repairs and overhauling might 
average about 24/2 ( 
the ten years) for a total of $1,250 in 
deductions. With your company in the 
50% tax bracket, the total after tax 
cost to you is thus $625. 

It therefore becomes possible under 
the new law to replace the $1,000 ma 
chine annually at a net cost of $25 or 
2.5% of its original cost per year. The 
following table illustrates the annual 
cost of replacing assets which have 
other useful lives. 

Useful Life Cost to Replace It Annually 
of the Asset (Percentage of Original Cost) 

yrs. ; 8.33%, 

yrs. 6.25% 

yrs. 5% 

yrs. 4.167%, 

yrs. 3.125% 

yrs. 2.5% 

yrs. 2.083% 

yrs. 1.667%, 

yrs. ; 1.25% 

yrs. A 

yrs. 0.83%, 


Thus an asset which costs $1,000 and 
has a 5-year life may be replaced an- 
nually at a cost of 5% of $1,000 or $50 
per year, and one costing $1,000 with a 
15 year life may be replaced annually 
at a cost of $16.67 per year. 

Resale Value. It should be noted 
that the above computations are based 
on the supposition that the resale or 
trade-in value of the asset at the end of 
its first year will equal its depreciated 
value on the straight-line basis. In the 
ease of the $1,000 machine, its resale 
value at the end of the first year will 
be $900. If the resale value is lower, 
the cost of replacing it will increase. 
For example, if the resale value should 
be $850 instead of $900 it will eost 
you an additional $50 to replace the 
machine, but at the 
capital gains tax will decrease from 
$25 to $12.50. Therefore the annual 
replacement cost becomes $62.50 when 
the machine’s resale value at the end of 
the year is $850. Here are the annual 
replacement costs of the machine with 


same time your 


2% per year ($250 tor 


other resale values: 

Total replace- 
ment costs 
for a 10-year 


The annual 
replacement 


If trade-in 
or resale vajue at e ; . 
end of first year is cost will be period will be 


$900 $ 25.00 ee 
850 , yt 625 
800 ; 100.00 .. 1,000 


Trade-In of Assets. There are two 
tax methods of handling the sale or 
trade-in of an asset. Under the first 
method, which 1 have used in my ex- 
ample, you sell one asset and then pur- 
chase a new one. You report a profit 
or loss on the disposal of the old asset, 
and you pick up the new asset with a 
basis equal to its full cost. 

Under the second method, you trade- 
in the old assets together with an addi- 
tional cash amount in return for a new 
one. You do not report a profit or loss 
on the transaction, but you adjust the 
basis of the new asset by adding to or 
subtracting from the cost of the new 
asset, the profit or loss on the trade-in. 
To put it another way, to get the basis 
of the new asset, you add to the ad- 


justed basis of the old asset the addi- 


tional cash amount paid for the new 


one. 

Under the first method, as I have 
shown, the total cost for a ten-year 
period of replacing the machine annu- 
ally is $250. Under the second method 
this cost would be $276.86. I have used 
only the first method in my example 
because this method is the easier to 
follow and because the total ten-year 
cost 1s essentially the same under both 
methods. 

Full Recovery. In assessing the 
straight-line and declining balance meth- 
ods of depreciation it should be empha- 
sized that the straight-line method in- 
sures the full recovery of cost at the 
end of an useful life whereas 
the declining balance method leaves an 
unrecovered portion of some 8—13%. 
Thus if you plan to keep an asset for 
its entire life, the attractiveness of the 
declining balance method is consider- 
ably lessened. To deal with this prob- 
lem, the new law permits taxpayers to 


asset’s 


THe Orrice—December, 1954 





switch from the declining balance to 
straight-line depreciation at any time in 
the life of an asset. The straight-line 
rate would then be based on the remain- 
ing life of the property applied to the 
depreciated balance of the asset at the 
time of the switch. 

Another Solution. The new law pro- 
vides another solution to the problem 
of unrecovered cost. It gives you the 
option to use the sum-of-the-years’ 
digits method of depreciation. This 
method permits you to obtain essentially 
the same results as the declining balance 
method while insuring the full recovery 
of cost at the end of an asset’s useful 
life. This is how it works: 

If a machine has a ten-year life, the 
rate of depreciation for the first year 
will be 10/55. The numerator of this 
fraction is the remaining useful life 
of the machine and the denominator is 
the sum of 1 plus 2 plus 3 plus 4 
plus 5 plus 6 plus 7 plus 8 plus 9 plus 
10. In the second year the rate of de- 
preciation will be 9/55, in the third year 
8/55, in the fourth year 7/55, and so on 
until the tenth year when it becomes 
1/55. 

Thus, using our example of a $1,000 
machine with a useful life of ten years 
and no salvage value, here is a com- 
parison of the depreciation allowances 
for each of the ten years under the 
three methods: 


STRAIGHT-LINE 
METHOD 
$ 100 
100 
100 
100 
100 
100 
100 
100 
100 
100 


YEAR 


ODONOMAWN — 


$1,000 


Salvage Value. A curious aspect of 
the declining balance method under the 
new law is that it is computed without 
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DECLINING-BALANCE 


regard to salvage value. Therefore, 
where an asset has a significant salvage 
value at the end of its useful life, the 
new method starts out with a deprecia- 
tion deduction appreciably greater than 
twice the straight-line method. For ex- 
ample, if our $1,000 machine were to 
have a salvage value of $300 at the end 
of its ten-year life, the annual straight- 
line depreciation (based on cost less sal- 
vage value divided by ten) will be $70. 
The new method however allows twice 
the straight-line rate of 10% on the 
undepreciated balance, so that the first 
year’s depreciation under the new 
method is still $200, the second year’s 
$160, and so on. 

Thus, although the rate under the 
new method is twice the straight-line 
rate, the deduction for the first year is 
nearly three times the straight-line de- 
duction. This situation produces an 
unlooked for result at the end of the 
machine‘s useful life as well. For the 
machine’s undepreciated balance at the 


end of ten years will be $107.38, using 


the declining balance method. If it 
were to have a salvage value of $300, 
there would then be a capital gain of 
$192.62 upon a subsequent sale. Most 
taxpayers would be well satisfied to 
pay the capital gain rates at this point, 
after having taken the deductions out 
of ordinary income. 

There is little doubt that where sal- 


SUM-OF-THE-YEARS' 
METHOD DIGITS METHOD 
$200.00 $ 181.82 
160.00 163.64 
128.00 145.45 
102.40 127.27 
81.92 109.09 
65.54 90.91 
52.43 72.73 
41.94 54.55 
33.55 36.36 
26.84 18.18 


$892.62 


$1,000.00 


vage value is significant, the resulting 
widened gap between the declining bal- 
ance method and straight-line deprecia- 





tion will increase the attractiveness of 
the aforementioned policy of replacing 
equipment annually. 

Written Agreements. An element 
which probably most contro- 
versies in measuring depreciation is the 
determination of the useful life of 
property. This is usually a bone of 
contention between taxpayers and the 
Treasury Dept., the taxpayer tending 
to use a short life in order to increase 
the rate of depreciation and the Treas- 
ury taking the opposite view. 


causes 


The new law attempts to reduce these 
depreciation controversies by providing 
that the taxpayer may enter into a 
written agreement with the Treasury 
Dept. as to the useful life and rates of 
depreciation of the taxpayer's assets. 
Once entered into, such an agreement 
becomes binding upon both the taxpayer 
and the Treasury Dept. and it cannot 
be reopened thereafter in the absence 
of tacts and circumstances not taken 
into consideration at the time of the 
agreement. In this way the taxpayer 
is assured that he will not have to re- 


argue the question of depreciation rates 
each time his tax return is examined. 


Used Equipment. It should be point- 
ed out that the liberalized depreciation 
methods in the new tax law are limited 
to property new in use and therefore 
never before subject to depreciation 
allowances. This means that used equip- 
ment purchased in 1954 or thereafter 
cannot be depreciated under the new 
method. Of course the purpose of this 
provision is to discourage transfers and 
exchanges of partially depreciated 
assets among taxpayers simply to ob- 
tain the high initial depreciation deduc- 
tions of the new method. But since the 
new law furnishes a strong inducement 
for the purchase of new equipment, an 
unlooked for result of this provision 
will undoubtedly be: the depressing of 
the market in used equipment. 

Past Years. While the new tax law 
affects only future depreciation allow 
ances, the Internal Revenue Service has 


recently provided a measure of relief 


10 


tor past well. Reversing a 
policy of 19 years, it has told its agents 
to stop questioning depreciation deduc- 
tions unless they are entirely out otf 
line. The purpose of this new ruling 
is to give the taxpayer greater dis- 
cretion in the timing of depreciation 
deductions. It is important to note 
moreover that this ruling is retroactive 
and applies to all your open years for 
which a tax settlement with the IRS 
has not been reached. Therefore, if 
your methods of depreciation have been 
economically sound and you stick to 
your guns, you should not have to com- 
promise with the IRS on depreciation 
deductions taken in past tax years. 

There are many other depreciation 
problems which become more acute un- 
der the new law and which I shall only 
mention a few here: 

1. What effect does a rental contract 
with an option to purchase the rented 
equipment have on your right to either 
a rent or a depreciation deduction? 


years as 


2. Can you elect to capitalize repairs, 
maintenance and other equipment ex- 
penses during loss years so that instead 
of losing these deductions you will get 
them in the form of depreciation in 
future profit years? 

3. How do you adjust for too much 
(or too little) depreciation taken in 
prior vears? 

4. How do you report a gain or loss 
on the sale of a depreciated asset when 
the salvage value is greater (or 
than anticipated? 

5. What information must be fur 
nished the Internal Revenue Service in 
order to qualify for an accelerated de- 
preciation rate? 

6. What are the advantages of de- 
preciation methods such as unit of pro- 
duction, machine-hour, retirement ac- 
counting and composite methods? 

Those firms which replace their cur- 
rent equipment with the latest machines 
will enjoy a rapid competitive edge in 
sales and research as well as account 
ing. The new tax law provides great 
impetus for such replacement. 


less) 
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a B, cncancie BY B.C. Allen 


The only major manufacturer of business machines selling 
sucha complete line through independent dealers everywhere 




















R. C. ALLEN Add Mach lik eeentmeongarsy 

. C. ALLEN ing Machines, like . ae mM 
Model 815 illustrated, deliver a greater high hela i 
measure of service, are unmatched for Model 65; capacity 
speed, ease of operation. 9,999.99 with di- @ 

Sizes range to 13-column capacity in 

electric and hand-operated models, Will add, Only $135.00 
subtract, multiply, divide. Each R. C. Allen a 
model is an outstanding value, built 

in the tradition of unrivalled quality. 


rect subtraction. 


The R. C. Allen line also includes a... 








=] Esl 


CASH =-REGISTERS BY 


There is a specialized R. C. Allen 

cash register ideally suited to every need. 
All do double duty, combining cash 
register protection and information 
with adding machine convenience. 


Model 219 illustrated is one of the 
most popular models in the line, 
perfect for any retail store. Totals to 
$99,999.99, segregates sales by 
clerks, departments, commodities, 


+. wide array of specialized cash registers 


. HC.Allen 


One of the most 
popular models is 
all-purpose Model 
100-D, with 
9,999.99 capacity 
and many features 
usually found only 
in much higher 
priced machines. 
Costs only $199.50. 





satin pes 
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For a standard 

office typewriter at 

the lowest price in R. C. Allen has made history with the 

ae a del. ha = introduction of a new standard of 

omitted, this is a the industry, the beautiful VIS-O-MATIC 

complete standard with 38 points of superiority. 

pi cage 9 it pone Margins are both visible and automatic. 

plus a" : Exclusive 10-second “Quick-Switch” platen 
provides “specialized” typing. Yet it costs 


no more than ordinary standard typewriters. 


.-.two outstanding typewriter values...and... 








BOOKKEEPING MACHINES BY « 


R. C. Allen bookkeeping machines, like 
all the other R. C, Allen office machines, are 
designed and built to give utmost service, 
maximum dependability, at lowest cost. 
Economical desk model 1302 illustrated 
has modern front-feed carriage, automatic 
tabulation, automatic credit balance, is fully 
carriage controlled. Ideal for accounts receiv- 
able, payroll, all commercial bookkeeping. 


.C.Allen 











Free literature and information avail- 
able from the factory, sales division 


R.C.Allen Business Machines, Inc. | 


679 Front Ave., N.W., Grand Rapids, Mich. 


-..a@ superb line of bookkeeping machines 





the 
ADDRESSING MACHINE 
you've been waiting for 


oa 
ai only 


oddressing machine to off ™ 50 
.—— “Sager” 


e 100 addressing plates automatically filed into original ‘ 
filing tray. No more dropping and mixing up. 


e Skipper-selector to pass plates through machine 
without printing. 


e Repeater for multiple printing. 
@ Prints with or without salutation. 


e High speed: over 3000 addresses per hour.. a, 
foot or electrically operated. 


@ LISTAX is available with; Formlisting device e Dater 
Tagholder e Automatic multi-printer e Copy counter. 


REX-ROTARY DISTRIBUTING CORP. 
19 West 31st St., New York 1,N. Y, Wlsconsin 7-4927 





Do you use a 
DIRECT PRINT 
COPY MACHINE? 


Do you want CLEARER, 
SPEEDIER COPIES? 


Ty~ 
Patapar’ 
Translucent 


Parchment. 


Patapar Translucent Parchment 27-45, a 
new type of Patapar Vegetable Parchment, 
was developed especially for use as master 
sheets (originals) for direct print copy 
machines. 

Its clean, even texture and full 
translucency permits an intense vertical 
transmission of ultraviolet light which re- 
sults in speedier operation and infinitely 
clear copies. 

Note these other advantages: 


@ Excellent writing surface. 


@ Its white color provides contrast 
and easy reading. 


Perfect for printing with regular 
or opaque inks, typewritten copy 
and pen or pencil entries. 


Price —Patapar translucent 
Parchment doesn’t cost —it pays! 


For proof of outstanding performance, write 
on your business letterhead for brochure 
containing testing samples. Name of nearest 
distributor on request. 


Paterson Parchment Paper Company 


B ‘ San Fran 


Headquarters for Vegetable Parchment since 1885 





Using a Sorter for 
Outgoing Mail 


CLAIRE S. CASEY, Vice President 
Work-Organizer Specialties Co., Detroit 


ETTING mail out on 

a minimum of effort, cost and 

error, is a problem that faces 
many folks. The operation varies con- 
siderably because of differences in the 
requirements but, in general, two prin- 
ciple methods are used. 

Correspondents’ secretaries address a 
separate envelope for each letter writ- 
ten and pass it along with the letter 
to the man who dictated it. Usually 
late afternoon for the time 
to sign letters, and they are quite often 
read in a hurry to reduce delay in mail- 
ing. This method may be necessary 
where the letter is directed to the at- 
tention of some individual, or where 
the contents are somewhat confidential. 
However, most large offices have clerks 
who all mail and distribute the 
mail to correspondents. In such cases 
the value of a separate mailing is lost. 
In cases where each department sends 
out its own mail duplicate mailings to 
the same offices may result. 

The method, used in 
large entails making mail 
lection at a cutoff time. The mail is 
then taken to a mail department where 
it is sorted, enclosed and stamped. Un- 
der this plan, it is quite often neces- 
sary for clerks to work overtime. Know- 
ing they can leave when the job is 
finished, their activity is speeded up and 
errors result. 

Many large concerns have found it 
both convenient and advisable to have 
several collections during the day from 
all departments. While this may not be 
welcomed by the correspondents because 
it requires that they sign their letters 
at odd intervals, it has a good effeet in 
that reading the mail can be done more 
leisurely, and the correspondent has time 
to decide whether he wants to correct a 
letter. When all mail is signed at cutoff 


time, with 


is selected 


open 


second many 


oftices, col- 
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Ne NOW YOU CAN BIND WITH 


q J: METAL LOOSE-LEAF 


‘eis STRONGEST-—FINEST MULTIPLE 
RING METAL LOOSE-LEAF BINDING 


Same ring spacing— 
Same ring width 
as CERLOX WIDE-BACK and 
CERLOX NARROW-BACK 
plastic binding 


Available to you and all 
GBC customers this superior, 
true loose-leaf binding uses 
same standard GBC punch- 
ing pattern produced by all 
models of GBC punching 
machines. Punched material] 
may be readily interchanged 
between GBC Metal Loose- 
Leaf and plastic binding. 


NOW jou can bing ait types *) ig: ; a 
of literature | a 
e MODERN yusi ounme (L EC we Orrices 
a wera woost Uta : f “ 


—- = FREE Send for your illustrated brochure —today. 

















It's NEW! It's IMPORTANT! It’s FREE! 


"ye pe Quan Binding Corporation 
® Dept. O-12, 812 West Belmont Ave. 
a me Chicago 14, Illinois 

Please send me a Free copy of new brochure "Now you 


can bind all types of literature ..." | understand there 
is no obligation. 


rT 


New four-color brochure shows i 
how sensational GBC Metal Organization 
Loose-Leaf and Cerlox plastic 

binding are combined into one Address 
superb, universal binding 

system. 

Your copy FREE. Write today. : 
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A report 
on the economies 
achieved by the 


Stenatar 


HEADQUARTERS 
U.S. AIR FORCE 


Over 23,000 man hours saved in 
the last six months by use of Stenafax 


Over $28,000 investment return 
in one year period 


40% to 500% increased efficiency 


obtained in mimeograph reproductions 

A DIVISION OF TIMES FACSIMILE CORPORATION 

540 W. 58th St., NewYork 19, N.Y. 1523 L Street, N.W., Washington 5, D.C. 

: Hotel Biltmore Arcade, 43rd St. and Modison Ave., New York 17, N.Y. 
THE ELECTRONIC OFFICE MACHINE FOR MAKING 


MIMEOGRAPH STENCILS, OFFSET MASTERS AND 
PERMANENT DIRECT POSITIVE SINGLE COPIES 
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time, it is read hurriedly without time 
to digest the contents. 

Collections twice in the morning and 
twice in the afternoon have been es- 
tablished in many cases. Sorting of 
mail can be done more carefully and 
with less pressure than when it is all 
dumped in the mailroom at one time. 
Pigeonhole sorting is used by many, 
but it is often impractical to have a 
sufficient number of compartments to 
bring all the duplicate mailings — to- 
gether without using too much space. 
Furthermore, sorting into pigeonholes 
involves much walking about. 

Sorting equipment has been found 
to be effective for sorting and accumu- 
lating outbound mail. The type of 
equipment best suited varies with the 
kind of envelopes used. In some 
cases, addressing machines are used to 


prepare stock envelopes for regular 


correspondents, and window type en- 
velopes are used for other mailings. 
There is a sorting device made with 


a hinged tab. The upper part of the 


Time, errors and postage are saved on out- 

going mail by accumulating letters in a 

SorterGraf. Preaddressed envelopes are in 
the lower section of the hinged tabs. 


tab is labeled for the recipient of the 
mail. The lower part provides a com- 
partment in which a stock of envelopes 
can be kept. Mail is sorted, after each 
collection during the day, and aecumu- 
lated in the sorter. When all the mail 
is In, it is enclosed in an envelope that 
is in the tab. 

Sorting equipment is used also for 
window envelopes. The tabs of this 
sorting equipment do not have the lower 
section described above. The mail is 
sorted by name. <A stock of window 





The 
azn d 


TIME SAVER ¢ MONEY SAVER 
Makes eight different 


folds — Elec trically 





UP TO 10,000 PER HOUR 


SCORES .... 


FOR HEAVY BINDERS 


_e PERFORATES .. 


FOR DETACHABLE COUPONS 


“© OPENS LETTERS 


DEALER OPENINGS 
AVAILABLE. 





LANSDALE PRODUCTS CORP. 


BOX 568 


LANSDALE, PENNA. 
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Maelo. Buses 


Gets More Attention, Too 


What the well-dressed business stationery is wearing 
can be important to you. Smartly styled matching 
letterheads, envelopes, invoices, and other forms can 
go a long way toward telling your customers and pros- 
pects that your business is well-organized, alert, and 
efficient. 

Important, too, is the paper 
used. You'll find Gilbert tub- 
sized, air-dried, new cotton 
fibre content papers unsur- 
passed in appearance, finish, 
color, and strength for every 
business stationery use. Ask 
your supplier. 


Gilbert 


GILBERT 


PAPER COMPARY 





type envelopes is kept conveniently at 
hand. The tabs are emptied and the 
contents enclosed in an envelope. 

With either kind of equipment, the 
occasional correspondent is cared for by 
having alphabetical tabs into which the 
occasional letter is sorted by first letter 
of the name. When the mail is all in, 
the contents of the tab is leafed and all 
letters going to the same name are 
enclosed in the same envelope. 

3v using several collections during 
the day, it is possible for one clerk 
to keep up with the sorting. When 
the time comes to enclose it, it is usu- 
ally possible for other clerks to assist 
with this operation. 

The results to be had from using sort- 
ing equipment are many. 1. All mail go- 
ing to the same address is brought to- 
gether. This saves postage, as well as 
envelopes. 


periods are reduced. 3. The number 
of manhours spent on handling of mail 
is reduced. 4. There are far fewer er- 
rors in mailing. 5. The method is elas- 


tic in that it will accommodate as many 


clerks as necessary to do the work with- 
in the time available. 6. When mail is 
accumulated in sorting equipment, it can 
be found quickly if it is necessary to 
hold it for correction. 
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2. The operation of sorting | 
is distributed over the day and pressure | 





These modern steel 
wardrobe racks keep wra 
aired, dry and “in press’. 

End crowding of coats and 
hats in damp lockers or cabi- 
nets. Save floor space too— 
provide ventilated hat space, 
coat hanger (spaced apart 
from all others), built-in um- 
brella stand and overshoe 
shelf for 3 persons ay sq. ft. 
4 ft. No. 3-U rack (above) 
accommodates 12; No. S-6 
costumer (right) accommo- 
dates 6. Single or double 
(back-to-back) units in 
lengths to fit any available 
space. Strongly welded, heavy 
gauge furniture steel; baked 
enamel finish— modern office 
colors. Standard in offices, 
factories, schools, churches, 
clubs, restaurants and insti- 
tutions. 


for private or 
small office. 


NO. 342 
VALET WALL RACK 


(capacity 12) 


tee . 


CRA 

Valet Wall Racks come 
in any length of 2 ft. or longer. They 
mount directly on any wall—at any 
height from floor. Give closets and 
wardrobe cabinets checkroom efficiency. 
Make ideal wardrobe accommodations 
for offices, factories, show rooms, res- 
taurants, dressing rooms and in-plant 
cafeterias, conference rooms ete... are 
sven finding their way into home closets. 


Write for Bulletin OV-10 


VOGEL-PETERSON CO. 


"THE COAT RACK PEOPLE" 
1121 West 37th Street © Chicago 9, Illinois 
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have you investigated this source of saving? 


A P-A-X Business Telephone System 
merits the interest of any man con- 
cerned with the high cost of doing busi- 
ness at his plant or office. 


For P-A-X saves time—man-hours you 
can measure—through its automatic in- 
side telephone service. With a turn of 
the P-A-X dial, employees can reach one 
another in seconds—with no walking or 
“waiting around.” 


And P-A-X speeds routines . . . cuts 
confusion, fatigue and duplicated effort. 


Automatic Electric Sales Corporation 
1033 W. Van Buren St. Chicago 7, Illinois 
Gentlemen: 

Please send me full information 
on P-A-X Business Telephone Systems. 


Name: 





Company: 
Street & No.: 
City: Zone: State: 


ed 








I 
| 
I 
| 
! 
i 
! 
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The right facts or instructions are al- 
ways easy to give or get ina hurry! This 
company-wide inside telephone system 
actually offers you a new cost-cutting 
concept in working methods. 


P-A-X is working for thousands of com- 
panies today. In every field, large and 
small companies alike are saving time 
and money with P-A-X. Want to in- 
vestigate its possibilities for your organ- 
ization? Send in the coupon today, and 
get the facts. 


business 


MLE 
telephone 


PAX = 


AUTOMATIC om. ELECTRIC 
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Send us anything on paper and we'll prove... 


Copease* 


PHOTOCOPIER 


*Trademark 


is the perfect photocopier 
for your business! 


Send us a letter, office form, document or anything you want copied. Type, pen, 
pencil makes no difference. We'll send it back to you with a perfect copy made 
in a COPEASE DUPLEX PHOTOCOPIER. You'll see with your own eyes how 
Copease produces clear, precise images—lasting copies for your files—in jet black 
on white background. One compact, economical machine makes sharp, dry 
photocopies in seconds on all types of stock up to 14” wide. Send original and 
coupon today to Copease Corporation, 270 Park Avenue, New York 17, N. Y., 
for a graphic demonstration of Copease—known outside the U.S.A. as “Develop 
Combi.” 


COPEASE CORPORATION + 270 Park Avenue, New York 17, N. Y. 


COPEASE Gentlemen: I enclose material for copying in a Copease Duplex Photocopier. 
Please return with a copy to 
CORPORATION 
270 Park Avenue NAME 
New York 17, N. Y. 
Box O-12 gg SE a nee one CITY & STATE 


sila aiasaledideaialaa isinbamiibiasaréeirabaca ae 





Make your office an invitation to business 
on a pleasant and comfortable basis 


sromare 


STOW & DAVIS 


EXECUTIVE FURNITURE MANUFACTURERS 
GRAND RAPIDS, MICHIGAN 
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Fastest. This is the Olivetti “Electro- 
summa Duplex” Adding Machine, the 
fastest desk model adding-listing ma- 
chine made. It not only has very great 
speed and fast rotary printing, it also has 
two registers; these can operate simul- 
taneously for combined operations, for 
greater accuracy and still greater speed. 
One register can be (sub-) totaled, and 
the resulting figure simultaneously trans- 
ferred to the other register, permitting 
grand totals to accumulate, eliminating 
re-entries. Adds, subtracts with auto- 
matic credit balance, semi-automatically 
multiplies and divides. Capacity 99,999, - 
999,999.99. Available early in 1955. 
Olivetti also makes other work-saving 
business machines, including the Olivetti 
Fully Automatic Printing Calculator, 
the Olivetti Automatic Carriage Print- 
ing Calculator, and the Olivetti 
“Electrosumma 14° Adding Machine. 
Have you investigated these machines? 
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Ouivertt ConPORATION OF AMERICA 
Dept. BS, 580 Fifth Avenue 

New York 36, New York 
Gentlemen: I'd like to know more 
about the following Olivetti machines 
which I have checked: Duplex Add- 
ing Machine (__ ), Printing Calcula- 
tor( ), Automatic Carriage Printing 
Calculator (— ), Adding Machine (_ ) 
Without obligating me in any way, 


as soon as possible. 
Name 

Title 

Company 


Street 


1 

; 

l 

I 

I 

l 

I 

I 

i 

gd l 
please let me have this information " 
l 

J 

l 

I 

I 

{ 

I 

I 

“ 
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IT’S LIKE MAGIC... 
When you dictate with the new EXECUTIVE 
SCRIBE 


The EXECUTIVE SCRIBE is the dictation system 
of the future . . . years ahead of competition. 


The executive desk sets shown here are the 
only pieces of equipment that you will ever 
need in your office. In addition to the alter- 
natives below, there is an executive desk sta- 
tion available which eliminates the necessity 
of holding anything in your hand. You can 
work with both hands while you dictate. 


The EXECUTIVE SCRIBE is a flexible, econom- 


ical multi-station dictation system that is so 
simple to use . . . IT’S LIKE MAGIC. All func- 
tions of the recording unit are remote con- 
trolled with fingertip ease 


By far the most advanced dictation system 
ever devised. 


The EXECUTIVE SCRIBE has a range of acces- 
sories designed to satisfy the most discrimi- 
nating executive. Whether you choose the 
unit with the miracle mike, the telephone 
hand set, or the executive station, we know 
that you will agree that Scribe is years ahead. 


Try a Scribe without obligation. 


Select distributor franchises now available. Write for details. 


e 
Sc ibe SALES AND SERVICE FROM COAST TO COAST 
CORPORATION, 5022 WEST MADISON, CHICAGO 44, ILL. 
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PATENTED 
EFFICIENCY 
in the 


Use of 
CARBON 





. Automatic 
Alignment. 


. Automatic 
Rotation of 
sheets for 
longer wear. 


. Automatic 
Warning of 
last typing 
lines. 


. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 


BRANCHES IN ALL LARGE CITIES IN THE U.S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 
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= ELIMINATE 


Time-Consuming 
Effort 





Walking and 
aid to 








ee 


Fatigue 


WITH THE NEW DIEBOLD F 


SUPER ELEVATOR FILE ror MASS-RECORDS fe 


The new Diebold Super Elevator File breaks the record barrier 
with the same ease that jet planes now break the sonic barrier. 
Unproductive effort is the barrier that slows operations and 
increases costs of handling records in large volume. Eliminating 
wasted effort is the Super Elevator File’s specialty. It does the 
heavy work electrically ... freeing operators for referring and 
posting. Operators remain seated . . . the file’s electric brain 
brings any record to their fingertips .. . within 3 seconds... at 
the touch of a button! Short removable trays speed operations, 
permit instant division of work. The file houses greatest con- 


Nat 





centrations of records in smallest space . . . up to 300,000 in 

17 square feet. 

Let us show you how the Diebold Super Elevator File will im- Wits Will ne 
prove mass-record handling and reduce overall costs. Ask to full se sthtaal oe 
see case histories that show savings of one-third in time and Super Elevator Files 
space . . . savings that make it profitable to replace present 

equipment with electrically operated Super Elevator Files. 


= | 
| die Old Complete equipment for handling, storing, 

) protecting records and money since 1859 
iu toe * Oko EEO 


910 Mulberry Rd., S.E., Canton 2, Ohio 6036-DI 
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EXTRA! EXTRA! 


© 3 


pe YOU CAN RENT Te WORLD'S FOREMOST 
Smeg - $7.50 A MONTH = Seonzeucan en 


one, a dozen or more 


AY ad y OLD TOWN Spirit 
o4 Duplicators ... 


install a complete, 
modern Duplicating 
System in your office 
with no capital 
investment. And even 
before you rent, you can 
have a 10-Day Free 
Trial... to prove how 
an OLD TOWN 
Duplicating System 
reduces and expedites 
paper work — 

saves you 

time and money. 


Make all the copies 
you need, of 
everything you 
write, type, or draw, 
in 1 to 6 colors. 


Trade in your old 
machine ... your 
outmoded “smudge pot” 
is still worth money 
when you trade it 

in on the new 
precision-engineered 
OLD TOWN 
Duplicator. 


Get all the facts on this 
history-making offer — 
mail the coupon wow! 


Ce ee ee ee —_— -_—— eee ee ee ee — SS 
Olid Town Corporation, Dept U-42 345 Madison Avenue, New York 17, N Y 
‘orld’s foremost 
World’s f Please send me complete in-ormation Company Name 
maker of carbons, on the OLD TOWN Duplicator, includ- 
° : : ing 10-day free trial, rental and trade-in 
plicators ‘ , 
ribbons, dup Present duplicator: ‘ Address 


Attention 


and supplies 
(1 You may arrange a FREE Triat City Zone State 





This new pen without filler-assembly 
is called DUO-CART because of the 
two ink cartridges, one working 

and the other as reserve. 

It was exhibited for the first time at 
the Fiera di Milano during April. 
The modern styled DUO-CART has 
an adjustable feeding system, 

which operates through a variation 
of the rate of the air adduction. 

The nib is of the semi-shielded type 
and is built of 14 carat gold, 

fitted with a pure osmiridium tip. 

It is possible to select from 

a range of 11 tip styles. 

The cap is made of 

18 carat gold piated ZR alloy 

or of a stainless white alloy. 

The pen is refilled by an ink cartridge 
plugged into a cartridge holder, 
independent from the external body. 
This holder contains two cartridges 
each of which is used in turn 

by reversing this cartridge assembly. 
The cartridges are made of polithene 
and have an ink capacity 

of 1,300 cm3 each. 

An acoustic device gives a constant 
reminder when only one cartridge 
remains in the holder. 

ITALIAN PATENT 8108-Patents pending 


AURORA 88 
1, via Arcivescovado-Torino-Italy 
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ACCO 


FASTENER 





The ACCO Unit System of Filing 


—brings all related papers together 
at the filing desk. Subsequent file 
matter during the year is perforated 
with the standard office punch of 
234” centers, is 

filed with the 

established _ file 

unit for “custo- 

mer” or “subject” 
and stays in file 
indefinitely, a 
secure ACCO- 
bound unit. 


When reference is required the 
bound unit is drawn from file with 
assurance that all related papers 
are together, in proper sequence, 
and protected 
from loss or mis- 
placement in the 
reference and 
handiing that 
may follow be- 
fore the file is re- 
turned to its 
drawer or cabinet. 


Basic Accessories to ACCO Unit Binding: 


ACCO FASTENERS 
No. 12-1” cap. ACCO 
No. 22-2” cap. ACCO 
No. 324 — 344” cap. ACCO 
(27 other styles and sizes) 

ACCO Punch 
No. 10 — 234"centers (1/4) 


ACCOBIND Folders 
of fine Pressboard to fit all 
systems. 

ACCOPRESS Binders 


of fine Pressboard for all 
loose leaf forms. For ex- 
ceptional economy. 


Sold by all Commercial Stationers 


ACCO PRODUCTS Incorporated, OGDENSBURG, N. Y. 
In Canada: ACCO CANADIAN CO. LIMITED, Toronto 
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THE REVOLUTIONARY NEW DRAWER ACTION by STEEL AGE 





F you're interested in a quiet office . . . a more efficient 
I office . . . here's important news for you! Storage drawers of 
popular Steel Age “3000 Line’’ desks are now equipped with 
revolutionary new nylon and Buna “N” rollers which actually cut desk 
drawer noise up to 72%, as proved in actual audio measurement tests. 
After a quarter-of-a-million opening and closing operations 
the equivalent of 50 years of normal service—durable, 
self-lubricating Steel Age nylon and Buna ‘‘N” rollers 
showed no signs of wear 
This important development in noise suppression 
is but one of many Steel Age contributions to better 
office management. Call your Steel Age dealer soon 
His experienced counseling in office planning 
is yours without obligation. 


CORRY-JAMESTOWN MFG. CORP., CORRY, PA. 


Branch Offices: 
Boston ¢ New York ¢ Philadelphia ¢ Atlanta * Detroit ¢ Chicago ¢ Dallas ¢ Oakland 


Spel Ae 


The Quality Choice of 
Modern Offices 
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HEINRICH DIEHL G.M.B.H. RECHENMASCHINENFABRIK 


NURNBERG. STEPHANSTRASSE 49. TEL. 4911 
WESTERN GERMANY 





Perfect copies for less than 41/2¢ 


Whatever copying is done in your business — letters, invoices, 
orders, newspaper or magazine clippings, charts .. . in fact, anything 
written, drawn, typed, or printed —the THERMO-FAx Copying 
Machine can do it 10 times faster than your fastest typist, without 
error and at a fraction of the cost! 

The THERMO-FaAx Copying Machine — made by the inventors 
of “Scotch” Brand Cellophane Tape — copies originals up to 842 x 
14 inches in size, whether on transparent, opaque, or two-sided 
paper. Copies are made without messy chemicals, special masters, 
or noxious fumes — it’s a one-step 
process, completely dry from start 
to finish. So simple and easy, any- 
one in your Office can turn out {Nn 3 WN 
quality copies without lengthy in- Ja a 
structions. —— = i 

We'll be glad to send complete : 
information without obligation. Just 
write: Duplicating Products Div., 
Minnesota Mining and Mfg. Co., 
Dept. O-124, St. Paul 6, Minnesota. 














| jThermo-Fax ’ 


COPYING MACHINE 














The term “‘Thermo-Fax”’ is a registered trademark 
of Minnesota Mining and a Co., St. Paul 6 
Minn. General Export: 122 E. 42 d 

St., New York 17, N. Y. 

London, Ontario, Canada, 
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are filed with signature cards 
positors' 


‘ & ~ * 
The Exchange National Bank of Chicago posts di- 
rectly on its ten-cent checks designed by Todd Co. 


Then checks, with imprinted account holder's name, 
Microfilms of de- 


staterrents are retained as a permanent 
record, 


A 48" Tri-Color Camera weighing almost five tons 

and made by Robertson Photo-mechanix, Inc., for 

Triangle Litho Print Co., New York, is compared to 

a 4" x 5°’ view camera. The giant is 25 ft. long, 

9 ft. high and 8 ft. wide. Shown here are Robertson's 
Yon Kennedy and model Peggy Dolan. 
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Photorapid 
Burbank, Calif., to reproduce many types of manual 
drawings 


Copy- 
tion was made by Pacific States Paper Supply Co., 


is used by Lockheed Aircraft Service, 


, records, etc. Photorapid is distributed by 
raft, Inc., New York. The Lockheed installa- 


Los Angeles. 


ay 


Passenger in a British European Airways plane using 
an Olympia Portable Typewriter which is distributed 
in the U.S. by Inter-Continental Trading Corp 








New, one-story of- 
fice building for 500 
employees in United 
Air Lines’ financial 
and property ad- 
ministration depart- 
ments. Adjacent to 
the company's exec- 
utive offices in Chi- 
cago, the 58,000 
sq. ft. building is 
sealed (except for 
doors) with red, 
white and blue por- 
celain - enameled 
steel, glass and brick 
walls. Heat-absorb- 
ent glass on south 
and west is tinted 
blue. Designed by 
Skidmore, Owings & 
Merrill. 





The reception area 
has movable parti- 
tions like others 
throughout the 
building. Color 
scheme is ___ blue, 
orange and gray, 
with black leather 
chairs. 


Offices in new 
United Air Lines’ 
building have as- 
phalt tile floors, 
acoustical tile ceil- 
ings and low-bright- 
ness fluorescent 
lighting to produce 
50 footcandles of 
shadowless light on 
desk tops. Con- 
structed by Algot B. 
Larson, Inc. 








Play-by-play flashes 
of the World Series 
were duplicated by 
Azograph and mime- 
ograph processes 
each inning and dis- 
tributed by A. B. 
Dick Co. at the Na- 
tional Business Show 
in New York. Ken- 
neth B. Marble, A. 
B. Dick's sales pro- 
motion manager, is 
at right. 





Four hundred /72- 
page copies of the 
day's proceedings, 
duplicated and 
bound in Cerlox 
plastic by General 
Binding Corp., were 
picked up by those 
who attended the 
sales management 
conference of the 
Sales Executives 


Club of Chicago. 








Noted chefs and culinary authorities, who judged the Culinary Art Exhibit of the Chefs Assn. 
of the Pacific Coast in San Francisco, watched as the scores of the hundreds of entries were 
figured on five automatic electric Marchant Calculators. 


Tue Orrice—December, 1954 





This window of Zillmer Office Supplies, Inc., Waukesha, Wis., won the first prize of a Chevrolet 
car in the third annual window display contest of Smead Mfg. Co., according to Harold J. 
Hoffman, Smead manager. W. H. Kistler Stationery Co., Denver, took second prize. T. F. 
Burke of Schwabacher-Frey Co., Los Angeles, was third. O. H. Crawford of Maverick-Clarke, 
Corpus Christi, Texas, was fourth. David T. Branch of J. C. Blair Co., Austin, Texas, was fifth. 


The foreign depart- 
ment of Sumitomo 
Chemical Co., 
Osaka, Japan, show- 
ing Paillard Hermes 
Typewriters and 
Eastman Kodak Veri- 
fax photocopiers, in- 
stalled by Kusuda 
Shoten, Ltd., Osaka. 








An installation of 
15 Friden Automatic 
Calculators in the 
National Economics 
Bureau, Bangkok, 
Thailand, made by 
Thai Phanit Type- 
writer Co. of Bang- 
kok. 











Spee-D-Ada says: IT'S QUICKER... CLEANER... 
EASIER TO ADDRESS 


MULTIPLE MAILINGS WITH 
DENNISON Carbon Set 
ADDRESSING LABELS 


























Order your supply of Dennison 
CARBON SET Addressing Labels 
(No. 4724) from your stationer. 
FOR FREE SAMPLES: 
write 


Dennison Manufacturing Company 


Framingham, Mass. 


‘QUICKER . . . Insert Dennison 
Carbon Set Addressing Labels in your 
typewriter and you're ready to type 
4 sets of labels at once. No collating 

- the carbons are in place. No slip- 
ping — sheets stay lined up till you 
snap them apart. 


~ 

CLEANER... You 

never have to touch v4 . 
the carbon. It’s in ]| iN 
every set snaps 

away easily when _ THEY SNAP APART 
you are done. 


v 

EASIER .. . Additional Dennison 
features save you time and trouble: 
Sheets are numbered for identifica- 
tion; sets consecutively numbered 
for records. Labels are accurately 
spaced. There are 33 standard labels 
to a sheet; 132 to a set. Extra space 
at bottom makes last labels easy to 
type. Clean-cut Dennison couponing. 

And they're backed 
with Dennison 
Stick-Tight Gumming 


*Four sheets of perforated label paper — factory collated with one-time carbons. = __ 
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for 
less active 
records 





wrong way 


Records thrown on shelves are hard to 
find, collect dust and take up 50% 
more room. 





SANITARY BASES 


4 2 } | LEGAL SIZE $435 
FOLLOW ™ waa 
BLOCKS | ' CHECK SIZE $240 


9O¢ ADDITIONAL 
Made for any size file 


z, 


Zz a | “i terter size $355 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N.Y 








right way transfer to Pronto 


Records in Prontos can be located in Save money, transfer into low cost 
a jiffy . . . stay neat and orderly. Prontos and use your expensive cabi- 
Doubles your filing space. nets over again. 


storage files 


There is a size made for every office record. These Pronto 
files are sturdily built of 275-lb. test fibre board, reinforced 
with steel on the shell and the four corners of the drawers 
as well. They cost no more than ordinary files! Can be in- 
terlocked into solid units and stacked to the ceiling. Beauti- 
ful in appearance, finished in olive green to match your 
regular office files. Will last a lifetime. 





Prices slightly higher in Texas, 
Colorado and West of the Rockies. 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17, N.Y 





MONROE CALCULATORS 


Rebuilt and Rough 


For the very best in both rebuilt and rough Monroe Calculators, there 
are many advantages in dealing with Calculator Equipment Corpo- 
ration. It is the only outlet directly authorized by Monroe to distribute 
its equipment of this kind in foreign countries. 

Every rebuilt machine offered by Calculator Equipment has been 
expertly reconditioned by highly trained mechanics with genuine 
factory-made parts, and is in excellent 
operating condition. If you prefer to 
have rough Monroes to finish yourself, 
you can depend on Calculator Equip- 
ment to furnish them complete and of 
finest quality. 


All rebuilt and rough Monroe Calcu- 


lators sold by Calculator Equipment 


Corporation are priced attractively so 
that you can make a fast turnover... 
with good profits. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey, U. S. A. 


Please send information about rebuilt and rough Monroe Calculators, also price list. 
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OFFICE 
MACHINE 


STANDS 
from 


$3450 


GENERAL SPECIFICATIONS: 


Frame 242" wide, 1734” deep, sim- 
ple elevating device. 3’ diameter 
casters. 1” stee) tubing. When in 
rolling position, distance between 
casters 25%" depth x 19%" width. 
Top 18x18’. Drop leaf attachable 
either side 16x18”. 





Adjustable Ball Foot as- 
sures stability on uneven 
Shown with the IBM (20” carriage) * 28 floor 
ELECTRIC TYPEWRITER j 





GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed to carry weights far in 
not vibrate. Drop leaf goes on either excess of typical machines. Life time 


side. Exceptional operator comfort. service guarantee. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 





e’¢! \ 


Merry CReistenas Happy Vo _ = 


from all of us at 


RAPID ROLLER COMPANY 


CHICAGO AND NEWARK 
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NOW with Self. * “e 
Adjusting Paper Feed 4g 
—Keeps tope aligned 

ot oll tims! 


Ws tile fh re 


ate Ny hie ie vai x i) ni Ly. A Al ia ih agi 


and here’s why: Sensational! That's the only word to describe the all- 


new REGNA Adding Machine! Streamlined as the 
newest cars .. . so low in cost it’s a dream-come-true 
for small business owners. Lets many firms cut ex- 
penses and increase production by supplying a 
machine to every department, to every desk where 
adding is done. It took REGNA engineers years to 
develop an adding machine of such supreme quality 
at such a remarkably low price. It will take your 
customers only minutes to realize that the new 
correction key clears entire keyboard REGNA is their “‘best adding machine buy'’! 
lifetime handle construction _— "REGNA CASH REGISTERS, INC. 
scientifically designed moulded keys 175 Fifth Avenue 

trouble-free performance... l New York 10, N. Y. 


minimum maintenance | Gentiemen: 
mmm Please send more information on the new Regna Adding Machine and ovtline 
JIM CANADA: Regno Cash flegisters ee Coneda | edvontoges of becoming a Regna Dealer. 
lid., 704 Notre Dome $1, W., gore Que., and 
en Machines, 489-8 King St. W., 


@ models with or without direct 
subtraction available 

@ revolutionary years-chead styling 

@ Swedish steel assembly . . . 
Swiss precision counters 

®@ fully automatic safety keyboard 
ciphers printed automatically 
signals for subtract, multiply, 
sub-total and total printed 


Nome — ee 
1g Address a - 
A City - " Zone. —Stote__. 
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SMEAD’S TELL-I-VISION SYSTEM 


e266. wv. & eet OFFICE 


W jf works... 


READS LIKE A 800K 
LEFT T0 RIGHT- 
GROWS AS NEEDED 








By using Smead's Tell-!-Vision filing system, you can 
reduce filing time. The alphabetical-color signal 
system for finding — ond the numerical-color signal 


with 
system for replocing make filing easy, fost, ond 


occurote Colorful Plastie Tabs 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Simca Manveacturing CO., NC.-HASTINGS, MINNESOTA 











NEW SURE-RITE TYPE CLEANER 
CLEANS TYPE LIKE NEW IN 9 SECONDS! 


This is on unretouched photo of the dirty 
reproduction made by dirty typewriter type 
Dirty type mokes dirty correspondence, yet 
no secretory likes the mess ond stained hands 
connected with ordinary cleaners. 


With the new Sure-Rite Jet Stream Type 
Cleaner, the mess of cleaning is eliminated 
The Jet Stream aerosol bomb does the work 
like magic. In only nine seconds the dirt is 
dissolved by the secret fluid, without splotter 
or mess 


! 
! 
| 
' 
i 
1 
i 
1 
! 
1 
1 
! 
1 
i 
1 
' 
| 
' 
i 
' 
! 
' 
t 
+ 


This photo shows how the type literally shines Sure-Rite announces three wonderful new 
with cleonliness—even the crevices ore clean! oerosol products, the omazingly fast, non 
Silicones in the fluid form a micro-thin film 1 splatter Jet Stream Type Cleaner, Jet Stream 
to prevent the collection of ink and dirt on 1 Hand Cleaner (with lanolin) and Jet Stream 
the type, making repect cleanings quicker 4 Static Eliminator. Try these products todoy 
ond eosier for speed and cleonliness. 


e Write or wire today for the new Sure-Rite 
. line of aerosol products, They ore magic door openers that your 
men can use to make additional sales. Every one 
a 


is @ profit maker itself, Get these profit increasers now! 


Mfg. Co. 


2714 WALNUT STREET © DENVER, COLORADO 
Manetacturers af the tameus Sure-Rite, Green Eye-Exe Film Stencil with the Patented Red-Dot Seal Tebs. 


tn the Midwest, call your local Paname-Beover mon—otways o live wire © In the Eost, coll Tru-Rite Inc, 116 Brood St, New York City. 
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ore fling capacity (+ 333%). 

¢ loss of floor area or height. 

remendous saving in work pro- 

edure—timie—office traffic—rent. 
mB Critical space conservation. 


SPECIFICATIONS 


| © Full progressive suspension. 


@ Ten rollers per drawer—4 ball 
beoring, 4 solid, and 2 floating. 


@ Six reinforcement posts. 
@ Side locking positive compressor. 
@ Ful) bottom reinforcement base. 


@ Modern, easy grip aluminum 
Avapdware. 


ie ‘Sefety rebound drawer catch. 


@ Best grade furniture steel 
slectrically welded and fabricated 
by master craftsmen. 


@ Full _ptinger cabinet lock available. 
LS Folders and guides available. ee 











Colors: grey or green; 
Frost Ton or Frost Green: 


5005 2 THE FILE THAT PAYS FOR ITSELF IN SAVINGS! 


THE GREATEST ADVANCEMENT IN FILING 
EQUIPMENT IN 40 YEARS! 


Immediate Delivery Literature Available 


— 
VW OUST TAVET art steel Co. inc. 170 w. 233Fra st.,n. y.63 
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. with easier-to-use 


SeuaiSeeibes’ 


DICTATING EQUIPMENT 


Only dictation 
disc playable on 
modern home 
phonographs 


Come back to your office—to find all reports, 
memos, correspondence, from your trip typed and 
on your desk ... that’s easy with SoundScriber! 
Each day, drop a thin plastic disc on your SoundScriber and get your dictation 
on its way back to home base. These little green discs, the size of your palm, 
take fifteen minutes of dictation each, fit into regular envelopes. Nine o 
them for one three-cent stamp. 
You can also mail your voice to family and friends via SoundScriber, for tne 
SoundScriber disc is the only one that plays back on long-playing phonographs. 
Find out all the reasons why SoundScriber is easier to use. 





Like yy esesern me = this willing SoundScriber Corp., Dept. O-12 
worker? Just mail the coupon. Steus Seven & Cane, 
= I'd lik le di d 
Only SoundScriber Offers You: 0 ma, 


1, On-the-Dise Secretarial Instructions. Oo gt amechnton 4 SoundScriber 


2. Two-arm Versatility. 
3. Mail-Chute Size Discs. i. 
4. Lightest All-Purpose Recorder. BS eoeueuria 


SEND TODAY mammal nacht ans dis 





Nobody likes it, but everybody 
in business has to take it—so 
your paperwork might just as 
well be as palatable as possible. 

Wherever more than two 
copies of any business form 
are needed, there’s a far bet- 
ter than even chance that 
Colitho Offset Duplicating 
Plates are the way to get bet- 
ter copies faster, more efh- 
ciently —at a substantial 
saving. As part of a form, 
Colitho Plates produce up to 
thousands of original-like cop- 
ies in a matter of minutes. 

Colitho Plates are outstand- 
ing in the offset duplicating 
field—good for long runs, re- 
runs—easy to use and adapt- 
able to every type of business 
form. Colitho Plates put new 
vitality and economy into office 
and plant procedures—elimi- 
nate costly retypings and 
transcription errors, 

For you to learn the facts 
about Colitho Plates is worth 
vour risking a three-cent stamp. 
Use the coupon to get your 
copy of the Folio of Colitho 
Application Ideas. 


y SEBEe 





THE “ONE-WRITE” WAY 
TO RUN A BUSINESS cosnanal 


Colitho Division ~ 
COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 
6012 Herb Hill Road, Glen Cove, New York 


O. K.! Send the Folio of Colitho Application Ideas. 


Name 





Company___ 
Address__ 


City Zone State 
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PROCEEDINGS. 
Lafayette 


National 
fve., Hingham, 


Microfilm 
Mass., 


Assn., 19 
125 pp., $3. 
Illustrated articles on 


cedures 


microfilm pro- 


and new equipment 
applications with photocopy 
from the third annual 


association in Cleveland last 


including 
processes, 
meeting of the 


April. 


HUGH ROY CULLEN—A STORY OF AMERICAN 
OPPORTUNITY by Ed Kilman & Theon Wright. 
Prentice-Hall, Inc., 70 Fifth Ave., New York 
11, 376 pp., $4. 

The fabulous story of one of that van 
ishing breed, the 
Hugh Roy Cullen, 
richest and most 
still 


sé 


maividualist. 
one of the world’s 
individualistic 
strong at 73. His 
pitch in and perform 


9 


rugged 


men, 18 
going creed, 
not stand by and 
will work today for those who 
practice it. Mr. Cullen once stated, ‘‘The 
crowning glory of God’s creation is the 
intellect and He 
for us to use it. 


suggest, 


human intended 


7 


YOU CAN GIVE ORDERS THAT GET 
by Joseph D. Birch. 
tute, 100 Garfield 
24 pp., 25e. 
Offers super- 

visors who delegate orders to employees, 

based on make the 
make it fit the 
businesslike; make it 


ACTION! 
National Foremen’s Insti- 
Ave., New London, Conn., 


concrete suggestions to 
four simple rules: 
order clear and complete; 
make it 
take. 


person, 
easy to 





WHEN YOU CHANGE YOUR ADDRESS be 
sure to send us both old and new addresses. 
If we receive change less than six weeks in 
advance, there’s an issue on its way to your 
old address. The post office does not 
forward copies unless you provide extra 
postage. 
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SYSTEMATIZE EVERY DESK 


ba 
with the new EN all Kay 


Amazing one unit memo" 
organizer “never forgets 
to remember.”’ 


One Expaditer replaces all slips of paper 
cluttering the desk. Organizes important 
memos ard notes in one place, Speeds work! 
Saves time! Unit holds 400 © slit-apart 
memos, perforated at top—up to a half- 
year’s supply. Saves wasteful use of costly 
stationery and forms for memos, Pays for 
itself by promoting efficiency Put an 
Expaditer on every desk and see for your- 
self! 

Only $8.10 per doz. (minimum order) 

Send No Money! We'll Bill You! 

ptt ACTION ASSURED 
Exclusively Soid (Est, 1937) 
GOODYEAR PRINTING & STATIONERY CO. 
270 Lafayette St., Dept. TF-11, N. Y. 12, N. Y. 


NWOWL 
“GERMPROOF” 


Phones for you 
& Your Staff! 


Yes... you can curtail 

days lost by your staff... 

with economical HYGIENIC PHONE 

SERVICE. 

Our representative will call on a reg- 

ular schedule, polish and sterilize your 

phones. Laboratory tests prove that the 

invisible, exclusive bacteria-free “film” 

so deposited, protects phone users 

against colds, sore throats, TB, skin and 

virus infections for eight days! 

Phone or write for a representative to call 
HYGIENIC PHONE SERVICE, Inc. 


4 East 43d St., N. Y. 17, N. Y. MUrray Hill 2-1035 
PHILADELPHIA, PA, 
PI hae ae. fa. 

ees wy 


NEWARK, N. J. 
BALTIMORE, MD. ANGELES. CALIF. 














Static electricity . . . unevenly cut 
sheets . . . torn sheets in the ream — 
those are the three gremlins that often 
cause your duplicating machines to 
“run wild’’. 

Many of these machine tantrums 
can be eliminated by using Eastern 
Papers . . . the Business Papers that 
are made with just the right amount of 
moisture to minimize the effects of 
static electricity. Automatic hairline 
accuracy in cutting and trimming and 
an electronic detector that keeps 


ATLANTIC 
Via 


ERN CORPORATION 


MADE BY EAST 


reams free of torn sheets eliminate the 
other two trouble makers. 

In addition to trouble-free per- 
formance, you'll get clearer, sharper 
impressions . . . neater, better-looking 
results with any one of the many fine 
Eastern Business Papers. 

Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond, Atlantic 
Duplicator with a wide variety of at- 
tention compelling colors . . . and in 
bright, white Atlantic Opaque. 


BANGOR, MAINE 
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AL AMES 
Methods and Procedures Analyst, Arlington, Va. 


AIL MANAGEMENT is an ex- 

tremely broad subject and it could 

not possibly be covered adequately 
in a half-dozen articles. A more selee- 
tive title is not chosen, however, because 
this discussion is intended to cover the 
general field of mail management, to 
describe briefly the many rather com- 
mon—but often complex—mail han- 
dling operations, and to point out mail 
management techniques. While most of 
the examples reflect mail operations in 
large organizations and government 
agencies, the practices and principles 
are universal. 

A common misconception is that the 
mail management job is simply one of 
setting up a system for performing a 
iarge variety of routine, repetitive tasks, 
and assigning the necessary personnel 
to perform them. Mail routine is broken 
up because of demands for special serv- 
ice on various types of mail. Certain 
incoming mail cannot be handled rou- 
tinely because its mission is not routine. 
Following is one of a hundred unrelated 


Mail coming off 
conveyors at a city 
post office and be- 
ing faced for can- 
celing. 
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examples which might be cited, where 
a piece of mail balks at routine and 
cries for management. 

At the United State Patent Office an 
incoming piece of mail averages 31 
transactions per envelope or “cover.” 
An incoming envelope is opened and 
found to contain a letter and a cheek 
for $170. Of this amount, $90 is pay- 
ment for three new patent applications, 
$25 is for a trade mark; $25 is for 
coupons used for securing copies of pat- 
ents; and $30 is the final fee for a 
patent transaction in process for a 
couple of years. Since different depart- 
ments are responsible for each of these 
transactions, that piece of mail affects 
at least five offices. Such mail matters 
are handled almost routinely—not by 
any okvious procedure, but as @ result 
of mail management. 

The discussion of mail handling oper- 
ations, which follows, is limited largely 
to the handling of messages and mate- 
rials commonly forwarded in sealed en- 
velopes. Incoming and outgoing mail 





will be discussed separately because two 
distinet sets of operations are involved. 


INCOMING MAIL 


COUNTING. Mail is counted pri 
marily to check workloads. <A_ signifi- 
cant inerease or decrease, of a continu- 
ing rather than of a fluctuating nature, 
has a direct bearing on the number of 
employees needed to operate the mail 
system. Decisions must be made, how- 
ever, in the light of the possibility of 
improving procedures or installing 
equipment to handle increased volume. 
Also, personnel requirements do not 
necessarily grow in direct proportion 
to growth in the size of the job. For 
example during the five-year period 
ended in 1952, the volume of mail han- 
dled by the Post Office Department in- 
creased 33%, while the hours of pro- 
ductive employment inereased only 9%. 

Mail count is achieved in various 
ways, usually as a function combined 
with the initial Pencil entries 
can be made on a mail count form; or 
a rubber band put around bundles of 25 
letters for later quick recording; or a 
listing adding machine used for the 
final count record all the counting. In 
very large mail operations where the 


sort. 


54 


This 8-station vertical collator, 
product of J. Curry Mendes 
Corp., can gather and staple 
28,000 sheets (3500 sets of 8) 
an hour in the offices of the 
Audit Bureau of Circulations, 
Chicago. Collator will take 
sheets up to I1""x 17" and has 
double-head stapler. 


functions are chiefly “post-office-type” 
operations, mail is not counted by the 
piece but by the pound or ton. 
Ordinarily, mail should not be count 
ed daily but on a periodic spot-check 
basis. It should be counted at the first 
sign of an untypical backlog as_ well 
as when unusual periods of idle time 
develop for one or more employees. 


SORTING. Mail sorting means clas- 
sifying mail by type and according to 
destination. A primary sort is a rough 
sort for selecting that large part of the 
mail which can be delivered unopened 
on the basis of the information con- 
tained on the envelope. This may in- 
clude separating mail for points outside 
the building in which it is received. 


A secondary sort places the primary 
sorted mail into separators according to 


delivery routes. This may be done after 
the mail has been opened. Some of the 
opened mail is sorted to be forwarded 
immediately, while some of it is held 
up for operations such as recording, 
routing, pre-filing, or directory service. 
Mail which is difficult to identify, or the 
purpose of which is obscure, should be 
set aside and processed by a trained 
search clerk, or handled by the regular 
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employees when there is a lull in ae- 
tivity. 

It is generally more efficient to sort 
directly into separators than to write 
the office number on a 
piece of mail. Sorting should not be a 
daily test of the sorter’s ability to stand 
and reach. In a few very large mail- 
rooms, the sorter works in a_ seated 
position, placing letters into close-at- 
hand slots from which they move on 
conveyors through narrow grooves into 
their respective receptacles. 

OPENING MAIL. The spear type 
letter opener has been relegated to in- 
cidental use by the automatie machine 
where the uniformity and volume of 
mail justify it. With the letter opener, 
as in the case of other mechanical de 
vices, there may be some hesitation to 
install the device if it will not handle 
all the work. The real test, of course, 
lies in whether a dual system is more 
efficient than a single system. Probably 
the most extreme oxample is that of the 
Patent Office with about 12,000 pieces 
of incoming mail per day. They dis- 
continued using an automatie — letter 


code or room 


opener because not enough of the vary 


A corner of the 
mailroom of Electro- 
lux Corp, Old 
Greenwich, Conn., 
showing three Pit- 
ney-Bowes mail ma- 
chines: an RS post- 
age meter, an 
$-120 scale and an 
LA MailOpener. 
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ing odd sizes, shapes and bulk of the 
covers—a large proportion of which 
contain nondescript enclosures. But 
the average office has a large 
volume of conventional size envelopes 
to justify a machine. 

CHECKING ENCLOSURES. Lf a 
promised enclosure is missing, it is ad 
visable that the system require the mail 
room employee to communicate that 
information to the addressee, either on 
the routing form or in other 
standard manner. This avoids the other 
wise inevitable call or visit by the 
action addressee. Such answers as, “No, 
there was no enclosure,” or “L don’t 
remember, but if there was an enclosure 
we forwarded it,” leave doubt in the 
mind of the addressee as to whose er 
ror it was that forced him to write a 
letter to the sender about the missing 
enclosure, 

TIME STAMPING. An automatic 
date-and-time stamp is used if a rather 
large amount of incoming mail requires 
this operation. The advantages of auto 
matic stamping are greater speed and 
continuous accuracy. Time stamping 
should be performed only when it is 


enough 


some 





known to serve a purpose, usually pro- 
cedural—bids, for example. As for 
contracts, it is still generally held that 
the acceptance of an offer, forwarded 
by letter, takes place at the time the 
letter is mailed rather than at the time 
it is delivered. Those who time-stamp 


incoming mail for legal reasons should 
check the validity of the procedure. 
There is apparently no true legal aspect 
to time-stamping. 


An interesting procedure is followed 
by the Post Office in Washington, D. C., 
in cooperation with the Patent Office 
in giving correspondents the greatest 
possible opportunity to meet time dead- 
lines (expiration dates). Mail addressed 
to the Patent Office and received by the 
local Post Office late in the day, is put 
into a Patent Office mail bag up to mid- 
night, at which time the mail bag is 
locked. Mail in that bag, delivered next 
day, receives the previous day’s date 
stamp. 

PERSONAL MAIL. Even the most 
conscientious employee who _ respects 
regulations will probably receive some 
personal mail at his business address 
through no fault of his own. Other 
employees, relatively new, may not 
know that it is against policy to use 
their business address for receiving 
personal mail. Still others, because 
they hold relatively important positions, 
prefer to think that such regulations do 
not apply to them. Certain employees, 
if not discouraged from the practice, 


will not only receive, but will answer, 
personal mail on paid time. : 

In many organizations the traffic ol 
incoming personal mail is kept at an 
undisturbing low volume by periodic 
reannouncements of the firm’s policy. 
When such mail is received, however, 
there is no alternative to delivering it, 
unopened, unless of course the envelope 
belied the fact that it contained a 
personal letter. 

CONTROLLING MAIL. There ts 
nothing mysterious about controlling 
mail: The Post Office Department has 
controlled mail for generations—and 
for a fee. Its particular type of mail 
control is called registry. 

While the purpose of control is to 
provide a record of the receipt, location 
and movement of mail, it is generally 
introduced because of distrust in the 
accuracy of routing and delivery serv- 
ice and because of doubt or concern as 
to whether incoming mail requiring an 
answer will be given attention by the 
action addressee within a reasonable 
period. 

Methods of control vary from simple 
to complex. They include logging, 
microfilming, using special -control 
forms, or a routing form for both con- 
trol and routing functions. Controlling 
mail by making a simple chronological 
record of its receipt and of the point 
to which it is forwarded, is called 
logging. While microfilming has other 
applications of greater importance, it 


Evans gathering 
racks, products of 
Evans Specialty Co., 
in the office of 
Southern States Co- 
operative, Richmond, 
Va. An 18 and a 12 
section rack are here 
placed end-to-end 
for a larger opera- 
tion. 
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Breck's of Boston handles incoming mail orders in the following steps: 


% HFT ny 


,3~ 


ALAM! B00 


1. Mail opened. 2. 


Remittances checked and orders certified. 3. Denominator tabulators (above foreground) analyze 
orders. Each counting unit represents one of the 1080 items in Breck's catalog. Total shown on 
each counter is deducted from stock card balance to provide running inventory. 4. Addresses 
verified or corrected. Breck's has files of over a million Elliott address stencils (above rear). 


5. Orders filled. 6. Packed and shipped. 


is also used as a type of mail control. 
Microfilming or photocopying highly 
selective important pieces of mail im- 
mediately on receipt, so that the actual 
items photographed for record can then 
be delivered quickly without making any 
other kind of record or notation, is one 
adaptation. 

A more elaborate method of con- 
trolling mail is performed through use 
of control forms, either as a separate 
operation or simultaneously with rout- 
ing. This kind of control is not merely 
to provide a record of important mail 
received, but to maintain a record of 
its movement from one office to another 
and allow a follow-up procedure if it 
isn’t answered within an allotted time. 
In large organizations this method is 
ordinarily used only in conjunction with 
departmentalized mail service, where 
tracing and follow-up are limited to 
areas not difficult to cover. Beeause the 
methods employed in this type of con- 
trol are the same as those used in cen- 
tralized control in combination with 
routing, only the latter will be dis- 
cussed, under the topie of routing. 

The point at which mail is controlled 
is an added information service point. 
The service is most useful to the per- 
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son who is impatiently awaiting some 
thing apparently overdue, but con- 
trolling will not produce a piece of 
mail which has not yet been received 
by the mailroom. On the other hand, 
a piece of maii which has been re- 
ceived will almost invariably be de- 
livered within a few hours after it is 
received if an efficient mail system is in 
effect. Moreover, most senders pay for 
special mail service when forwarding 
communications of great importance. 

It is true that mail control will assist 
in tracing mail which has entered the 
incoming mail channels, but in usual 
circumstances it would be wiser to set 
up a formula for correcting weaknesses 
in the mail system and to fix specific 
responsibilities with action addressees. 
Mail control can become much like a 
procedure followed in a summer camp 
some years ago where the gang prepar- 
ing breakfast included two persons as- 
signed to scrape burnt toast—as a reg- 
ular duty. 

Controls slow the mail and increase 
the cost of handling it. If any type 
of control is to be used at all it should 
be limited to highly selective classes or 
types of important mail. 

ROUTING. When it is difficult to 


57 





The Model 305 Faltex combination folding 

and letter opening machine is shown opening 

mail in the office of J. Simon Estate, New 

York. Machine is distributed by Lansdale 
Products Corp. 


determine at a glance to which office 
or room a given piece of mail should 
he delivered, the first person making 
that for both unopened and 
opened mail—should write the proper 
code or room number on the letter or 
material to assist all others who will 
handle it. This simple routing method 
is all that is necessary in some organ- 
izations. 

In some mailrooms, and in individual 
departments and offices, a rubber stamp 
is used to imprint a small routing form 
on the margin of a letter or other mate- 
rial. The code or room number of the 
first addressee, and later of subsequent 
addressees, is entered in the stamped 
form which consists of squares to en- 
courage neat and orderly entries. The 
most common entries on routing forms 
are the date, initials and possibly the 
code of those who acknowledge having 
seen (and presumably perused) the ma- 
terial. 

In some offices a routing form is at- 
tached to all pieces of ineoming mail, 
apparently with the idea that a produe- 
tion procedure requiring no judgment 


decision 
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will offset the cost of the many forms 
used. 

Even though it is evident that a piece 
of incoming mail will be of interest to 
several offices, the mailroom should route 
it to only one addressee—the logical 
action addressee. 

If centralized filing is performed in 
conjunction with central mail service, 
the file subject or code is determined 
and recorded before the mail is routed 
that is, on material which has possible 
future reference value. 

In order that filed material can be 
found quickly through systematie pro- 
cedure, rather than through hit and 
miss searching, some mailrooms prepare 
one, two or more cross-index forms, each 
bearing different but significant infor- 
mation about the letter to assist in 
finding, as by using the name as one 
subject and the geographical location as 
another. This is done because search 
of filed material is made in the light of 
whatever information the requestor can 
supply, and because the subject of a 
given piece of correspondence is not 
necessarily the same in the minds of 
different persons. Form sets have been 
devised which make it possible to pre- 
pare the routing form and the cross- 
reference forms in the same typing op- 
eration. The cross-reference forms can 
be used as mail control forms before 
they are filed to perform their more 
obvious function. 


If mail control is performed through 


use of a form which serves both as a 
routing sheet and as a mail control 
sheet, three copies should be prepared if 
the mail system is responsible for fol- 
lowing up correspondence which is not 
answered within a specified period. One 
copy would be attached to the item of 
mail; the second filed chronologically 

or by subject or source, as appropriate 
—in a locator file; and the third placed 
in a progressive 31-day tickler file, en- 
tered as many days ahead as are allowed 
for the particular type of mail. If the 
letter is answered before the date due, 
the control form (follow up copy) is 
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removed from the tickler file. If the 
time for answering should run out, it 
will come to light on the deadline day 
that the control form is found in the 
tickler file and follow-up action taken. 
Employees assigned to routing need 
certain devices to assist them not only 
to route mail addressed by name, but to 
help determine by snbject to which 
office or department a piece of mail 
should be delivered. Organization 
charts, personnel directories and similar 
compilations are valuable aids for con- 
tinual reference and for training new 
employees. Of the various devices 
used, visible files have proved effective 
because they promote quick finding and 
are suited for quick changes resulting 
from inevitable turnover in’ personnel, 
shifting physical location of offices, and 
transfer of organizational funetions. 
Regardless of the type of aids used, the 
personnel office must immediately for- 
ward notice of pertinent changes to the 
person in charge of the mailroom. 


OUTGOING MAIL 


Since a sharp line cannot be drawn 


between the functions of preparing mail 
and of handling mail, this diseussion 
arbitrarily will begin at the point where 


items to be mailed 
and other matter 
ADDRESSING, 


letters, enclosures 
have been prepared. 
The time has not 


The office of R. T. 
French Co., Roch- 
ester, N. Y., handles 
25,000 pieces of 
mail a week. Incom- 
ing mai! is sorted, 
according to keyed 
advertising ad- 
dresses, in Commer- 
cial Controls Corp. 
sortina racks. 
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long passed since it was considered 
incorrect to write personal letters with 
a typewriter or to address greeting 
card envelopes with a typewriter. As 
to requisites for making personal mail 
pe rsonal, one wonders that no one ever 
promoted the requirement that envelope 
flaps be moistened with the tongue. 

Form letters are generally no longer 
prepared with the intention of fooling 
the addressees by clever matching of 
inserts with the body, but they are 
nevertheless successful when addressed 
to persons interested in and looking tor 
ward to the information presented, This 
also applies to machine addressing 
which supplements the typewriter where 
addressings are known to be repetitive. 
When it is known that eight or more 
envelopes will be prepared for the same 
address, it is worth while to use machine 
addressing. 

Where heretofore merely a name ap 
peared on one of the enclosures, the ad 
dress is being added at practically ne 
extra cost. A properly spaced address 
on an enelosure serves as an outside 
address through the window of an en 
velope. Legibility and correctness are 
the keynotes of addressing, a fact well 
known by post office employees who 
handle each piece of mail an average 
of 11 times. 





WEIGHING. There is reason to 
think that not enough offices have post- 
age scales, or that scales are not gen- 
erally used. One wonders what it costs 
the Post Office Department and the 
sender when a letter is returned because 
of insufficient postage. A postage scale 
pays for itself merely through elimi- 
nating the practice of, “Better put on 
another three cents just to be safe.’ 


METERING. Without a doubt the 
greatest advance in mail handling has 
been brought about by the postage 
meter. It has made tremendous strides 
during the last decade, and at this time 
about 46% of the mail handled by the 
Post Office Department is metered—the 
bulk of which, of course, is business 
mail. The postage meter is gaining 
popularity in smaller organizations and 
apparently can prove successful where 
$25 or more is spent on postage in a 
month. The advantages are obvious. 
One is the elimination of loss ranging 
from pilferage of postage stamps to 
grand larceny. A meter applies any 


amount of postage from 1c upwards. 


While it imprints postage on almost 
any size rag it also prints postage 
on adhesive tape for bulky mail and 
parcel post. Postage is purchased from 
the postmaster who sets the meter head 
(which is sealed after being set) for 


any amount ranging from $5 to $10,000. 
The meter is an aid to the bookkeeper 
in that the amount of postage spent 
(as well as the amount unused) can be 
read at any given instant. Meters have 
optional-use features such as automatic 
counting and sealing. 

Machines are available which in one 
continuous operation, stuff a half-dozen 
enclosures into a window envelope, im- 
print postage, seal, count, and stack 
mail at high speed. 

DATING. In some organizations, 
days and even weeks elapse between the 
time an item is prepared and the time 
it is approved for release. The date on 
which a letter is signed is not necessarily 
the date carried by that letter. If a 
letter is reproduced for mailing to many 
addressees, the date on which the master 
is prepared or signed, is used by some. 
Several days may elapse between the 
time a master is prepared and the time 
that copies are ready for mass mailing. 
If the system requires the mailroom to 
date the general items ot mixed mail, 
an automatic date stamp may prove 
valuable if justified by volume. The 
general practice, however, is to hand- 
stamp such items while the letter and 
iis carbon copies are still assembled. 

Punctilious dating does not speed 
a letter to the addressee. Unless good 


Many Government agencies 
use the 6300 Loose Leaf Sort- 
O-File, product of Associated 
Industrial Designers. Made in 
various sizes, it has light- 
weight aluminum trays which 
are easy to carry. Dividers are 
available to accommodate any 
size papers. 
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reasons exist for avoiding the practice, 
a letter prepared with a typewriter 
should be dated in the same operation. 
This takes very little time and it dates 
not only the original but also the car- 
bon copies. It also eliminates the pos- 
sibility of the date being omitted en- 
tirely. 

OTHER PROCEDURES. Some of 
the other steps performed in processing 
the outgoing letter assembly are: check- 
ing against whatever control device is 
set up, and removing the follow-up 
form if one was prepared; separating 
the assembly so that outgoing material 
ean be dispatched; arranging the re- 
maining material for filing—the incom- 
ing letter, the original routing form and 
enclosures, a carbon copy of the out- 
going letter, and possibly significant re- 
lated inter-office memos; reuniting the 
material with pre-filing material pre- 
pared earlier; and filing. 

There is no purpose in filing an item 
unless it has possible future use. » That 


principle is very diffieult to follow, and 
it is a stumbling block in many mail 


systems. 

Some mail carriers now deliver mail 
into boxes along the street or road 
from vehicles with right-hand drive. 
Here, as practically in any case, a con- 
venience for the worker automatically 
results in faster or otherwise improved 
service. Within the larger office build- 
ings, pushearts are in common use. 
Where there are long hallways on the 
same floor, three-wheeled cycles with a 
good sized mail case are not an uncom- 
mon sight. 

It is elementary to say that routes 
should not overlap. Schedules should 
coincide to make the most effective 
connections with outside pick-up and 
delivery service. Copies of schedules 
should be made available to all who use 
the service. Route charts should be 
prepared for messengers. 

Certain mail managers check routes 
for volume, distance and number of 
stops so that they can alternate mes- 
sengers on the more difficult routes. The 
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A Veeder-Root general purpose magnetic 
counter, attached tc a time stamp, for count- 
ing incoming mail. 


advantages of training employees to 
handle more than one particular route 
or job are obvious because flexibility is 
necessary to operate the system when 
several employees may unexpectedly be 
absent. 

Some mail managers insist that all 
mail picked up along the various routes 
be brought to the central mailroom for 
rerouting. It appears, however, that 
the practice of sorting forward, as initi- 
ated by the Navy’s departmental mail- 
room, has merit. In addition to inter- 
office memos, a good deal of incoming 
and outgoing mail is commonly for- 
warded from one office to another, es- 
pecially within the same department 
and in the same general location. Of 
the mail picked up by a messenger along 
his route, a large number of items are 
addressed to points along that messen- 
ger’s route, as yet not completed. By 
immediately sorting such mail into the 
proper separators, delivery is frequent- 
ly made in a matter of minutes instead 
of hours. One caution must be observed. 
To permit a messenger to move back- 
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wards along the route a room or two to 
speed up delivery of a given piece of 
mail would tend to break down the sys- 
tem of balanced routes and maintained 
schedules. 
In weighing the advantages ag 

the disadvantages of installing equip- 
ment for handling mail, the test gen 
erally is whether the installation will 
more than pay for the original cost and 
maintenance or its rental. More impor- 
tant considerations sometimes le = in 
trends with respect to 
operation, or even known future increase 
in volume related to a company’s plans. 
To revise a system to meet today’s needs 
is faulty management if it can be de- 
termined that it will not be the most 
satisfactory system for tomorrow’s oper- 
ations. This kind of thinking also ap- 
ples to the parts of a mail system al- 
ready in operation. For example, a par- 
ticular mailroom may be in urgent need 
of a particular item of equipment—let 
us say a tying machine—and yet the 
fact may not be realized because a 
method obviating a tying machine was 


against 


use the Direct-to- 


shippers 
Container addressing system of Weber Label 
& Marking Systems. Address stencil is cut as 
a by-product of typing invoice-shipping forms. 
Using a Weber Hand Printer, stencil dupli- 
cates address in a printed panel on cartons. 


Many large 
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growth of the 


initiated years ago. The operation may 
continue unnoticed even though by com- 
parison with other methods it may be 
inefficient or unnecessarily expensive. 

The least expensive or the most 
nomical mail operation is not in every 
instance the one most suitable in a given 
case. Speed, quality, unfailing accuracy 
and absolute responsibility are factors 
which may outweigh the difference in 
cost between the cheapest method and 
® more expensive one. 

Much has said about the ad- 
vantages of centralization, yet it must 
not be presumed that the most efficient 
arrangement in all have a 
central mailroom perform all functions. 
In an organization of highly specialized 
departments it may be desirable to limit 
the functions of the incoming mailroom 
to sorting and delivery—opening only 
where necessary .o make delivery. Mini- 
ature departmental mailrooms would, 
in a case of this kind, begin mail oper- 
ations with local sorting, opening, rout- 
ing, ete., and would maintain depart- 
mentalized files. 

Just as a supervisor of 


Coo- 


been 


cases is to 


mail routes 
periodically deposits letters in. collection 
hoxes to check whether schedules are 
maintained, those in charge of mail 
should make similar check ot 
schedules within an organization. Items 
of mail should be time-stamped or other- 
wise earmarked to determine speed or 
delivery. The addressees 
must of course be requested to inform 
the mail manager of the time of delivery. 
Unfavorable time-span may, for ex- 
ample, bring to light that imail flow has 
deteriorated into 
track resulting from squeezing additional 
employees or equipment into a growing 
operation. 

Policy-making is a keynote in fixing 
responsibility. Alone, or in cooperation 
with his superiors, the manager of a 
mail system should formulate such 
policies as will provide the service nec- 
essary 


svstems 


slowness of 


CTISS-CTOSS) Or back- 


for effective operation. In 
mailroom, no internal mail stays in the 
room more than two hours. Careful plan- 
ning makes this possible in spite of 


one 
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peakloads which are anticipated. In day even though overtime is necessary. 
another office, for legal reasons, all out- Those in charge of mail systems must 
going mail delivered to the mailroom in anticipate problems and _— inevitable 
a particular day is dispatched on that changes so that they will be in a better 
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position to meet or avoid such problems. 
Current discussions as to whether the 
cost of the various classes of mail should 
in each case be borne by the user may 
have management implications for some 
organizations. Here is an example of a 
backfire. At the time the postage rate 
for postal cards was raised from one to 
two cents, the law also provided that 
an additional charge of 10% be made 
when purchased in quantities of 50 or 
more. The frequent purchase of 49 cards 
became so prevalent that, because of the 
nuisance created, the law was changed. 

hose in charge of mail systems 
should be aware as to how service can, 
in certain instances, be improved through 
special arrangements with the Post 
Office Department. Some organizations 
are assigned blocks of numbers to be 
used in performing mail registry locally 
as a function of the mail service. Mail 
is delivered very early in the morning 
to one large organization so that its 
headquarters mailroom can sort and for- 
ward mail—a large part of which is 
delivered to offices in other buildings. 
This procedure makes mail available for 
processing at these various points early 
in the day. Another firm has an ar- 
rangement whereby its peakload mail is 
picked up at irregular additional times 
in exchange for pre-sorting service by 
state or area. Another office cancels air- 
mail and forwards it directly to the air- 
port instead of to the local post office. 

The easiest way to fake the job of 
mail management is to assume that 
“these lower level employees can’t be 
taught judgment, so we’ll routinize these 
routinizable operations.” Or, “If in 
doubt, perform the operation in ques- 
tion rather than omit it.” There is a 
strong tendency for minds to relax and 
doubt to grow. Even a carefully in- 
stalled procedure, if not checked fre- 
quently, is inclined to extend to areas 
or items never intended to be included. 
For instance, mail control and cross- 
indexing may gradually be extended to 
items which are not worth search pro- 
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cedure or file space. While selective use 
of a procedure pays good dividends in 
time or money, complete or indiscrimi- 
nate use may easily cause the operation 
to cost more than it is worth. 

The best mail systems are manned 
by employees who are well-trained and 
well-supervised. The best employees are 
those who have been taught more than 
they apparently need to know in their 
given jobs. At this point the ability to 
exercise judgment is developed. Merely 
to follow the patterns of existing systems 
doesn’t deserve the dignity of the term 
management. Analysis and inventiveness 
are paramount. For instance: 

Separators with closed backs have been 
more or less standard. Yet, in the Navy’s 
departmental mailroom the sorting rack 
sits in the middle of the room and has 
compartments which can be opened from 
the rear. Messengers can take their 
sorted materivis from the case without 
interfering with the sorting operation 
being performed at the front. 

Mail flow is predominantly from the 
eastern part of the United States to the 
western parts. Consequently a heavy 
tonnage of mail bags must be returned 
empty. The decision was simple, but 
someone bothered to find out that great 
savings could be made by returning 
them by steamship instead of by rail. 

Rather unique is this example which 
represents a by-product of invention. 
The postage meter pays dividends not 
only to the organization which uses it, 
but to the Post Office Department. 
Metered mail bears a metered date and 
therefore doesn’t require the faeing 
operation (top side up in position for 
sanceling) and the canceling operation. 

Management always faces the job of 
undoing the past. Growth or expansion, 
if it doesn’t exceed expectations, usually 
exceeds plans for growth. Procedures 
initiated years ago often continue for 
decades through benefit of patchwork 
at the ragged seams rather than through 
appraisal and remodeling. The greatest 
progress is made by those who are not 
satisfied with improvable operations. 
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Can-Pro sets all body type on a Coxhead 
DSJ Vari-Typer Composing Machine. The 
Multigraph produces form letters. 


‘HE universal problem of meeting 
deadline mailing dates at Canves 
Products Corp., (Can-Pro) Fond du 
Lae, Wis., has been solved by operating 
our own outgoing mail production de- 
partment to the tune of 9,204,960 in- 


dividual pieces in a 12-month period. 
When the company was founded in 1898 
or 56 years ago, the “terrific volume of 
10 to 15 letters a day” was capably 
handled on a secondhand typewriter, 


ably manned by a crew of one. Now, 
more than $25,000 worth of mail pro- 
duction equipment keeps a erew of 15 
busy turning out effective mail to sell 
Can-Pros’ 45 different products all over 
the U. S. and remote parts of the world. 

Here is a typical example of how our 
well organized mail production system 
works. <A direct mail selling idea is 
born on Monday, relative to one of Can- 
Pros’ many products, mail bags. The 
president, sales manager or mail bag 
department manager present the rough 
idea to the advertising and production 
department managers. Here the mail- 
ing takes shape. The number of pieces 
are determined, the paper size, the color, 
the list to be used, amount of postage 
to be used and other necessary details. 
Before actual production is started, the 
planned mailing is returned to its orig- 
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Office Produces Its 
Own Direct Mail 


W. FRIDAY. Mail Advertising Production 
Manager, Can-Pro Corp., Fond du Lac, Wis. 


inator for final approval. 

On Tuesday, the artwork and type 
setting is prepared. Hand lettering, 
Art-tvpe or Fototype is used where 
necessary. A Coxhead DSJ Vari-Typer 
sets all the body type. On Wednesday, 
all the prepared copy is delivered to a 
local offset platemaker with the usual, 
“This stuff must go tomorrow .. . big 
deadline to make.” On Thursday morn- 
ing, the finished negatives are picked up 
and rushed back to us where, within the 
hour, 3M presensitized plates are ready 
for the 14 x 20 ATF Chief (Weben- 
dorfer) offset press and the Davidson 
offset duplicator. 3M plates are quickly 
made in a vacuum printer. 

From an arsaple stock of more than 
three tons of a variety of papers, the 
pre-determined color and type of paper 
is selected and the presses begin to roll. 
Two and three color circulars are run 
on the Chief while order blanks and 
price lists are being turned out on the 


Two and three color jobs, including letter- 
heads, are printed on this 14x 20 ATF Weben- 
dorfer Chief offset press. 





Davidson. let- 
ters are printed on a Multigraph on 
letterheads prepared in advance. 

On Friday, the mail bag mailing is 
cut and trimmed on the hydraulically 
cutter and then to 


On many oceasions, the 


operated Challange 
the two folding preparatory 
to inserting in the envelopes. The vari 
ous pieces of the mailing are placed in 
collators and quickly gathered and in- 
serted into printed stamped envelopes 
which have typewritten or machine-fixed 
After the envelopes pass 
sealing and bundling ma- 
are sorted and packed in 


machines, 


addresses. 
through the 
chines, they 
regulation size Can-Pro canvas mail bags 
hefore taken to the post office 
Presorting at Can-Pro saves an opera 
tion at the post office, thus speeding de 
livery. 

After the mail filled and 
closed, they are easily wheeled on Can- 
Pro mail bag carts to the shipping de 
partment where they are weighed, 
marked and delivered to the post office 
in time to leave Fond du Lae Friday 
night. This is a typical example of the 
smoothly operating mail production de 
partment at Can-Pro 

The final and heart-warming step is, 
of course, the incoming mail orders, 
picked up at the post office in Can-Pro 


being 


bags are 


06 


A Davidson Offset 
Duplicator and a 
Davidson Folding 
Machine in the of- 
fice of Canvas 
Products Corp., 
Fond du Lac, Wis. 


Envelopes are sealed, 
sorted and bundled 
before being deliv- 
ered to the post 
office in Can-Pro 
regulation size can- 
vas mail bags. 
Women can easily 
wheel filled bags on 
the Can-Pro carts. 


canvas and leather mail bags. The 
many mailing lists used at Can-Pro vary 
from the smallest list of 372 to lists 
containing more than 75,000 names. 
Some are mailed bimonthly, monthly, 
every three months, twice a vear and so 
on. Envelopes are purchased period 
ically, 100,000 and 200,000 at a time. 
Although we have solved the major 
problem of meeting our deadline mail 
ing dates, a never-ending effort is made 
to further improve and perfect our mail 
production department. 
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Why you will save money 
the BURROUGHS SENSIMATIC “50” 
accounting machine 


It costs hundreds of dollars less 
than any other full-size accounting 
machine... it’s fully automatic... 
it does your complete accounting 


job as fast and accurately as a high- 


priced machine. See the thrifty 
“50” Sensimatic accounting ma- 
chine at your nearest Burroughs 
branch, or write Burroughs Cor- 


poration, Detroit 32, Michigan. 


Burroughs 
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WITH THE 


TRAVELETTER SYSTEM 


eliminate expense checks 

save accounting time 

eliminate rush in approving expenses 
provide sound control of traveling expenses 
reduce cash advances 

prevent lost time — and lost orders 

huild morale among your representatives 


The Traveletter System is safe but flexi- 
ble, as proved by 60 years of use. Its 
dependability, efficiency, and value are 
demonstrated by its renewal rate among 
thousands of users —better than 96.5%! 
Here are a few of those users — 








American Cyanamid Co. (since 1935) American Home Foods (since 1949) 
Prentice-Hall, Inc. (since 1935) R. G. LeTourneau, Inc. (since 1932) 
Binney & Smith Co. (since 1925) Lionel Corporation (since 1935) 
Bauer & Black Div. of the Kendall U. S$. Time Corporation (since 1936) 

Company (since 1952) Western Electric Co. (since 1937) 
Wm. Wrigley, Jr., Co. (since 1906) A. C. Gilbert Co. (since 1934) 
International Cellucotton Products Co. Sunkist Growers, Inc. (since 1935) 

(since 1932) Pennsylvania Salt Mfg. Co. (since 1950) 
True Temper Corp. (since 1935) Commercial Solvents Corp. (since 1951) 
Diamond Alkali Co. (since 1948) W yeth, Inc. (since 1944) 








If you regularly send money to men in the field, you’ll 
want to read our fully descriptive brochure. It will ex- 
= the Traveletter System to you, show you how 

raveletter saves money and makes money for your com- 


pany. Write to Traveletter Corporation, Greenwich, Conn. 


TRAVELETTER 


SINCE 1894 
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OFFICE MANAGEMENT 


IN GOVERNMENT 





A System for Adequate 
Correspondence Control 


BEATRICE T. CECIL 


HERE volume of correspondence 

is large, a system such as the one 

used by the Bureau of Ordnance, 
Navy Department, Washington, D. C., 
may reduce the difficulties of keeping an 
accurate control of incoming and out- 
going mail. Regulation is maintained by 
the use of a stamp which imprints a 
series of numbers: 090354 1543. The 
first two indicate the month, the second 
two the day and the next two the year. 


The remaining series of four digits rep- 
resents the numerical sequence of let- 
ters arriving on that date. 

Letters addressed directly to a per- 
son are forwarded without processing. 
Those indicated for a section marked 
for the attention of a specifie individual 
are handled as official mail. 

After the mail is opened, it is num- 
bered and goes to a reader who checks 
the enclosures. She notes thereon if 
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Fig. |. The 8'/."x 11" Mail Route Sheet. 
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any are missing and passes it on to an- 
other who determines the routing and 
file classification. This information is 
placed in the upper right-hand cornet 
of the face of the tetter. The mail is 
then microfilmed for permanent record 
and a Buord Route Sheet form is at 
tached (Fig. 1). There is enough space 
on the form for comments and action 
taken. If it is necessary for more than 
one department to see mail, the section 
handling it originally indicates the next 
in line after signing off its own action. 

When a letter reaches its final action 
destination, the cover sheet is checked 
on the lower right-hand side and the 
last person’s initials are shown. This 
indicates that the correspondence is now 
ready for file. Sefore it reaches the 
files, however, it may go through vari 
ous hands. 

Messages intended for certain divi 
sions are distributed to them. Upon 
receipt, they are entered in a log book 
which has a separate sheet (Fig. 2) 
for each day’s mail, with the date con 
trol on the bottom. The daily index 
number is placed on a separate line with 
room for originator of correspondence, 
date written, date received and day final 
action is taken in the section and the 
nature of the action. 

Urgent labels are attached to Con- 
gressional mail and correspondence re 
quiring quick action. When replies are 
necessary, control numbers are indicated 
on the file copy after the correspondence 
is typed. This helps in identification 
and expedites referencing. 

When the answer is signed, it is sent 
to the mailroom. After all copies are 
dated and the letter separated from its 
retention copies, it is dispatched. The 
Route Sheet is placed in a numerical 
file: the typed copy 1s sorted according 
to subject or other designation, assur 
ing cross-indexing for ready reference. 
By referring to the Route Sheet control 
number, anyone can trace the action 


Filed To 





Out 























Fig. 2. A sheet from the Mail Log Book. 
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taken on a piece ol correspondence 
from the time it was reeeived through 
its various processes until final dis 
position. 
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pardon our enthusiasm....we believe the 


BORROUGHS “42° 


is the best value you ever laid your eyes on! 








i I sliding d 
with steel sliding doors with glass sliding doors 


These 3 Borroughs units are really going to town. They are the most 
practical and attractive office needs that have come your way in 
many a day. All units are 42” high—38'4" wide outside—and avail- 
able in depths of 12” and 18’. Each unit has sliding shelves that 
are adjustable, quick-as-a-wink, without bolting. The “42” with slid- 
ing glass doors has the additional feature of visibility of its contents. 
Don’t wait until next year. Order your Borroughs “42” now. Write 
Joe Davis, sales manager, today for Borroughs new catalog. It will come in 
mighty handy .. it’s chuck-full of mighty good values. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK aint KALAMAZOO, MICHIGAN 
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Mystery Mail 


AL AMES 


Methods and Procedures Analyst 
Arlington, Va. 


YSTERY MAIL is that which can- 

not be delivered to addressees be- 

cause of incomplete or incorrect 
address, or which, after having been 
delivered, cannot fulfill its purpose be- 
fore some detective work is done. Ina 
broad sense, a good deal of routine mail 
wouid fall into the mystery or problem 
category for a period of time at least in 
any large organization which failed to 
set up sound procedures for handling, 
moving, routing, controlling, tracing 
and storing its mail. 

We are all aware of the enormous 
job the Post Office Department per- 
forms in handling with almost unbe- 
lievable dispatch the nation’s properly 
addressed mail. Some of us have not 
been aware, however, of the problems 
which it faces in attempting to process 
about 23 million letters a vear which 
cannot be delivered or returned on the 
basis of the information given on the 
envelopes. After these letters are 
opened, more than 3 million are re- 


The Veterans’ Administration receives an 

average of 10!/2 million pieces of mail a 

month, of which about I'/. million require 
some detective work. 
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turned to the 


senders, and some 19 
million are destroyed because their con- 
tents are valueless and contain no re- 
turn clues. The real problem is that 
of attempting to do the right thing with 
the remaining half-million letters which 
contain money or other valuables, but 
lack a return address. 

Even more harassing are the prob- 
lems of identification which lie in the 
99.56% of the 50 billion pieces of mail 
which are delivered in a usual year. 
Here office management’s job is to iden- 
tify ineoming communications, and 
usually to communicate in return. Offices 
in general are skilled in mail matters 
and therefore they are on the receiving 
rather than on the contributing erm of 
this problem. But larger organizations, 
both business and government, must 
correspond with the public at large 
and representing all walks of life, and 
must continually use every known tac- 
tic, and develop new ones, to turn in- 
coming enigmas into intelligible com- 
munications. 

Of the various types of organizations 
which deal directly with large numbers 
of private citizens, the Veterans’ Ad- 
ministration probably contacts as great 
a variety of people as any other. Their 
central office in Washington, D. C., 
maintains card indexes on approxi- 
mately 29 million veterans. It is not 
surprising that VA invented the term 
mystery mail when we consider that it 
receives monthly an average of 1014 
million pieces of mail, of which about 
11% million require some tracing work 
to relate them to the right veterans and 
the right claims. Of every 100 letters, 
14 require some detective work to iden 
tify the writer and associate him with 
his records. 

The usual 


means of identifying a 
piece of mail are name, address and 


Identification by name is or- 
dinarily the least conclusive. Let us 
consider a _ typical problem letter 
such as VA might receive from a Mrs. 
Ruth Johnson who refers to the veteran 
only as “her husband.” In view of the 
200,000 reeords for veterans by the 


number. 
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One Girl 
Four Hours 
Hand-gathering 
Method 








One Girl 
Four Hours 
With a 
Thomas Collator 











Paper Work Stacks Up in Your Favor 
WHEN YOU USE A THOMAS COLLATOR! 


When 1 girl does the work of 5, it’s 
easy to see why it pays to assemble 
sheets into sets with a Thomas Collator! 
And what’s more, she can gather sets of 
2 to 32 pages in one quick operation 

. without error, without confusion. 

A Thomas Collator also ends the 
chore of chasing around from depart- 
ment to department to round up help. 
And it beats those last-minute deadlines 
with time to spare! Wide selection of 


B 


models that can accommodate every size 
sheet from 3” x 8” to 19” x 24” — 
whether it be price list, sales bulletin. 
house organ directive or any one of 
101 different jobs. 

If yot’re interested in saving time 
.. building up efficiency by 500% ... 
and getting rush jobs out without rush- 
ing, write us for free informative litera- 
ture plus a helpful collating analysis 
sheet. 


| —_ Collacors, i a 


Specialists in Paper Gathering 


155 Sales & Service Offices from Coast to Coast 


From Table Top to Tandem 


there’s a model to suit your need. § 50 Church St. 
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Johnson, that word means 
exactly nothing—even to a= skilled 
tracer. One might think that many such 
letters come from small towns in which 
there are only a few families—perhaps 
only one—by the name of Johnson. This 
is correct, but how, on the basis of a 
letter postmarked “Oompah, Oklahoma” 
(if the postmark can be deciphered) 
can the proper record be selected from 
the 200,000 in the files? Surely the 
answer is not that of setting up another 
file of 29 million ecards arranged geo- 
graphically. If Mrs. Johnson had re- 
ferred to the veteran by his correet 
name, William Johnson, with no serv- 
ice or claim number, the problem would 
not have been materially different since 
there are files for 8,000 veterans by that 
name. There are, of course, more Smiths 
than Johnsons; and the names Jones, 
Williams, Brown, Miller and others 
bring similar identification difficulties. 

An Associated Press release  eorn- 


name of 


mented that because of the sloppy way 
most people enter the designations of 


ST, AVE, DR, and PLACE to a mail- 
ing address (if they are entered at 
all), postmen, public utility men and 


delivery men have cause for complaint. 
In the Borough of Queens, New York 
City, there is a 60th St., 60th Ave., 60th 
Road, 60th Place, 60th Court, 60th 
Drive and 60th Lane. Until recently 
Arlington, Va., had two parallel arte- 
rials—Lee Highway and Lee Boulevard. 
Thousands of motorists took unplanned 
excursions and missed appointments be- 
cause they didn’t bother about fine de- 
tail. Lee Boulevard was renamed Ar- 
lington Boulevard. 

So the address is not a positive means 
of identification. An address may be 
just plain incorrect or it may be ineor- 
rect because it is incomplete. Then 
there is the very nearly positive method 
of identifying a person or an account- 
that of a code, usually merely a num- 
ber. The big hurdle is to get writers 
to use it. 

What’s wrong? The human being ean 
be very eezeless and overtrustful. The 
largest group of those who correspond 
have no comprehension of the compe- 
tition their letters have with huge stacks 
of other mail and with mail sent by 
other persons having the same name. 
The average person doesn’t experience 


The Veterans’ Ad- 
ministration main- 
tains a master card 
file for about 29 
million veterans. 
Each drawer con- 
tains 4000 cards and 
those shown in this 
photo are about 1% 
of the entire VA 
master index file— 
or approximately the 
number containing 
the Smiths. Actually 
there are 1.32% with 
that surname. 
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or read about mail problems. What 
he is likely to read about mail is in- 
clined to give the impression that all 
mail is delivered. Maybe there has been 
too much publicity, for the amuse- 
ment of readers, about letters with a 
minimum of address detail which reach 
their destination. Typical of such 
stories, printed often in syndicated ear- 
toons, are letters addressed by a rebus. 
The person receiving the letter, however 
accidental, would be inclined to think 
that the incident is common. 

To reduce incoming problem mail to 
a minimum, and keep it at a minimum, 
matter of continuous education. 
The following points are not always 
observed : 

1. Pre-addressed envelopes cost money, 
as does detective work, but they assure 
quick delivery and assist in speeding 
mail in that they can be key-addressed 
to pre-classify them for quick sorting 
and delivery. 

2. Instructions should be worded as 
simply and briefly as possible. If in- 
structions are brief they are more likely 
to be read carefully and completely. 
Too often it is necessary to write for 
clarifying information which in effect 
is a request for the kind of wording that 
should have been used in the first place. 

3. Probably not enough attention is 
devoted to giving prominence to key 


is a 


and using other methods and devices, 
however individualistic or unstandard. 

4. Printing jobs often are hurriedly 
planned. Letterheads confuse in that 
some carry several addresses, the appro- 
priate one not being designated. In- 
structions for filling-in forms may be 
clear to the one devising the form but 
puzzling to those who are to fill it out. 
Some invoices, purchase orders and 
other forms sent out of the city (or 
country) do not contain a complete 
mailing address. Some perforated stub 
statements contain the mailing address 
only on the part which is not to be 
mailed, and which is sometimes sepa- 
rated before an envelope is addressed 
to earry the part without the address. 

5. Newsworthy items are constantly 
broadeast in the press, over radio and 
television. Instructions often can be 
included which will expedite the deliv- 
ery and handling of the volume of mail 
pouring in after sach announcements, 

6. A filing system can be set up to 
assist in matching follow-up letters, 
from annoyed and frustrated corre- 
spondents, with unidentifiable materia! 
on file. This will lead in many instances 
to identification and reclamation. 

7. Most important of all is the matter 
of training employees in all known tech- 
niques to make the most of difficult 
mail. In too many cases certain spotted 





instructions —the instructions which know how in a given organization is not 
must not be ignored. Effective methods gathered and more generally distributed 
inelude the use of color or large type, to the inventive and newer em- 
giving proper attention to plovees. 


less 


position, 





“Junk” Mail 


A postal regulation of 1953 allows third class mail to be addressed simply to 
“Occupant” or “Residential Patron, Letter Carrier Route, Local,” and postmen 
distribute it to each house and apartment on their route. This has come to be known 
as “junk” mail in city post offices where a single large apartment house gets a 
heap of such mail on one delivery. It saves addressing and maintaining mailing 
lists for the mailer. It also saves sorting at the post office. Small loeal merchants 
find it cheaper to use than hiring someone to distribute throwaways. The Post 
Office Department handled 4,800,000,000 pieces of third class mail in 1944, and 
12,000,000,000 pieces last year. But neither “junk” mail, nor any class mail, would 
he used if it didn’t produce results for the mailers. 
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Machine Tying Speeds Mailings 


UTLER BROTHERS, Chicago, are 

distributors of general merchan- 

dise in the variety store field, with 
an annual volume of business in excess 
ot $100,000,000. The service department 
at Butler Brothers has two major op- 
erations. 

This department handles all bulk 
mailings, third class and parcel post. In- 
cluded are all types of mail to their 
customer lists, salesmen, branch offices 
and personnel. Individual mailings go to 
lists of from a few hundred up to 4000 
and 5000 names, and cover a wide 
variety of material and sizes. The bulk 
mailings, third and parcel post. In- 
100,000 pieces or more in a day; from 
25 to 80 bags of mail per day. 

The service department is also re- 
sponsible for filling orders for a num- 
ber of other kinds of materials which 
are shipped to branch offices and cus- 
tomers. When the department receives 


an order for supplies, the materials are 


counted and assembled and then all are 
tied in easy-to-handle, convenient bun- 
dles. These tied units are then sent 
to the shipping department where they 
are packed for shipment. 

All tying of mail and merchandise 
is done on Bunn Tying Machines, ac- 
cording to Miss K. Bryant, service de- 


partment supervisor. By using the 
Bunn Machine, the need for wrapping 
paper and/or banding is eliminated, as 
is the need for gummed tape. Further- 
more, bundling by tying saves time. 
The securely tied bundles assure easy 
handling and quick packing. Each unit 
is instantly identified with its fully ex- 
posed top sheet. 

Machines are used for tying bundles 
of all kinds of mail, bulk third class 
and parcel post. Most machines can 
tie a package five or ten times quicker 
than a good hand tyer. Machines use 
a uniform amount of string on each 
package, thereby eliminating waste of 
string. Automatic adjusting machines 
permit instant change from one size 
package or envelope to another without 
delay for manual adjustment, and au- 
tomatically set the correct amount of 
string. for the unit being tied. Tying 
machines generally assure proper and 
uniform tension which eliminates dam- 
age and spoilage. Proper tension and 
the uniformity of tying is liked and ap- 
proved by the post office because it de- 
creases breakage of bundles and spilling 
of contents. Knots are generally of spe- 
cial design, which discourages tamper- 
ing since they cannot be duplicated by 
hand, 


Tying machines, 
made by B. H. Bunn 
Co., in the service 
department of But- 
ler Brothers, Chi- 
cago, where mail 
output is from 25 to 
80 bags a day. 
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A Million Mailings 
A Month by 
N. Y. Blue Cross 


SIDNEY SHEPHERD 


OR NEARLY 20 years Associated 

Hospital Service of New York has 

been serving as the hospital-sponsored 
Blue Cross prepayment plan for hos- 
pital care in Greater New York. When 
the organization was started in the midst 
of the depression, people as well as hos- 
pitals were in dire financial straits. 
AHS was created to enable people to 
prepay hospital care and to present hos- 
pitals with a satisfactory method of 
getting their bills paid. 

Today, two decades after the depres- 
sion, ensuing wars and various catas- 
trophies, non-profit plans for paying 
hospitals and prepaying doctor bills are 
well established institutions throughout 
the country. This article concerns itself 
with operations of Associated Hospital 
Service and United Medical Service 
New York’s Blue Cross and Blue Shield. 
In Greater New York there are more 
than 5,600,000 Blue Cross members. Of 
these more than 3,300,000 also subscribe 
to New York’s Blue Shield. About 75% 
of these members are enrolled in groups 
of four or more employees through their 
place of employment where subscription 
charges are deducted from their wages 
or paid through an agent. There is also 
a large floating membership of indi- 
viduals who enrolled through a previous 
place of business and make direct pay- 
ments while they are job-seeking. If 
there is no group at their new place of 
employment, they become part of the 
Blue Cross-Blue Shield non-group mem- 
bership which currently numbers about 
1,100,000. 

Non-group enrollment serves the self- 
employed and those working where there 
are fewer than four persons who make 
periodic payments direct. Rather than 
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One of the three Inserting and Mailing 
Machines which turn out a million mailings a 
month for Associated Hospital Service of 


New York. 


paying monthly, as do most group mem- 
bers, about 75% of direct payment mem- 
hers prefer to be billed quarterly, 8% 
semi-annually, and 17% annually. Since 
all these individual members did not join 
at the same time, their bills fall due at 


somewhat evens 
from month to 


which 
flow of mail 


varying dates 
out the 
month. 

In metropolitan New York the Blue 
Cross and Blue Shield services are mid- 
dlemen among hospitals, the medical 
profession, employers and employees. 
These activities extend to 17 counties in 
the southern part of New York State, 
including all of New York City, and 
neighboring New Jersey and Connecti- 
cut communities. 

Payments mean bills. Bills mean mail- 
ings. Three departments handle the 
direct-payment mail billing. Bills are 
prepared by the tabulating. bureau and 
forwarded to members by the direct pay- 
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The case of 
too many customers 


| Results from a | 
Silent Salesman | 
2 ORDER seine ean 

7 5-part Moore Form 


continuous interleaved 
marginal punched 


An ‘employee 
not on the payroll 


found a Silent Salesman 
for 15,000 accounts 


A man from the Moore 


organization was trying to help 
out and thought of a form 
device nobody else did. 

It was important enough to 
have a company think of him 
as an ‘employee’ not on 


the payroll. 


Carbon Spot Tissue 
does the trick 


It lies on top of Part 3. A thin sheet partly 
coated with carbon to type through some 
information but not all, as just described 
(a Moore development, by the way). 


Savings and Gains: 

One writing types all records needed 
to process an order and bill it. Moore 
Carbon Spot Tissue stimulates a good 
customer habit — automatic ordering. 
It’s a true pre-billing system that elimi- 
nates later entries for QUANTITY SHIPPED 
and BACK ORDERS—thanks to inventory 





A watch manufacturer formerly dis- 
tributed through jobbers but under- 
took to sell retailers direct. The old 
accounting system had plodded along 
comfortably on 45 accounts. But 15,000 
accounts made it old-fashioned as a 


Parts 1 and 2 go to the 
Customer They are Invoice and 


Remittance Advice. The latter, when re- 
turned with customer’s payment, is also 
used to credit Accounts Receivable. 

















Part 4 is Label and 
Packing Slip The back is gummed 


so the label can be detached and applied 
to package. Part 5 goes to Shipping as a 
reference copy. 


control. Information is complete, with 
error at a minimum. This was another 
case of a man with experience, and a 
fresh viewpoint, making a contribution, 
like an ‘employee’ not on the payroll. 
After all, a representative of a concern 
like Moore spends a lot of time, and 
acquires ability, untying office knots. 


buggy whip on a turbo jet. The system 
groaned. Everyone was overworked. 
Operations suffering most were those 
that affected sales volume and customer 
deliveries—invoicing, shipping, collect- 
ing. And then... 


<I rs es 


Part 3 is the “Silent 
Salesman’ An order blank sent 


with the Invoice. Customer's name and 
address are typed in but the order panel 
is left blank (see next scene). It’s 
there, ready to “take” the customer’s 
order, like any good 

“salesman.” 


pm npe gees Lagi a 


OE 


Inventory Tab Cards are 
important 


Part of the Moore system, they furnish 
the information for invoicing and 
monthly statements. 

They also control 

inventory and notify 

Accounts Receivable. 


You may want to try him on a tough 
one some day. Meanwhile, let the 
Moore organization send you other sam- 
ples of system improvement in your 
field. There’s no obligation. Write 
Moore Business Forms, Inc., at head- 
quarters in Niagara Falls, N. Y., Denton, 
Tex., Emeryville, Calif. 





ment bureau through the mail depart- 
| ment. This three-part team, ably abetted 
| by office machines, handles as many as 
| 17,000 bills daily. 


PLUG 
IT IN 


AND TALK! 


no wiring! 
no installation! 


Here is the Bogen 2-way inter-com 
that requires no wiring or instal- 
lation. Just plug the stations into 
any electrical outlet, and your sys- 
tem is ready to save you countless 


hours of walking and waiting! 
Complete : $95.00. Write today for 
literature. 


TWIN 
WIRELESS 


INTER-COM 


MAIL THIS COUPON TODAY! 


DAVID BOGEN CO., INC., Dept. HL 
29 Ninth Avenue, New York 14, N. Y. 


Send me complete facts on: [] Twin Inter- 
com Systems, [] Wired Inter-com Systems, 
() Paging Systems, (] Complete PA Systems 


Name 

a Oa 
Address__ 
gE es ce ee 


Lee eee ee eeeeseeeeeeeecan at 
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Tabulating cards, maintained by the 
direct payment bureau, are used to de- 
termine the amount of payment—based 
upon quarterly, annual, or semi-annual 
billings. Billing ecards are sent to the 
tabulating bureau where an IBM 514 
reproducer transfers certificate numbers 
and amounts due into code on notice 
of payment due forms, Cards and in- 
forms then go to the IBM 403 
accounting machine which interprets 
these data and adds names, addresses 
and due dates. Allowing for corrections 
and other operations, about 1,100 pay- 
ment due notices are prepared hourly. 
They are next placed in corrugated card- 
board tabulator boxes and delivered to 
the direct payment bureau for routing 
to the mail department. 

More precisely, the incoming mail 
section of the mail department re- 
ceives these billing notices and classifies 
them into: New York and _ Bronx, 
Brooklyn, and Air Mail, Regular Mail, 
ete. A staff of 39 persons handles in- 
coming and inter-office mail, as well as 
outgoing and correspondence which in- 
cludes mailing bills. 

Setter than 52% of the population 
iii Greater New York is enrolled in 
3/ue Cross. To the mail department that 
statistic means a gigantic mail opera- 
tion. In sum, all periodic billings for 
direct payment members add up to 
about 100,000 annually, 96,000 semi- 
annually, and 1,820,000 quarterly for a 
grand total of about 2,000,000 bills 
mailed directly. This volume’ mounts 
higher still when combined with more 
millions of envelope stuffers. 

First and main stop for these bills in 
the mail department is at the three In- 
serting and Mailing Machines which 
speed operations and promote the pro- 
gressive growth of New York’s Blue 
Cross membership. There is one 10-A 
model of four stations to accommodate 
four inserts, which together with two 
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put your executives “up front” 


Suites or singles...Invincible is 
3 ways better for private offices! 


Excitingly beautiful . . . any executive will appre- 
ciate the handsome, prestige-building design — the 
warm, yet business-like appearance of his Invincible- 
equipped office. 

Amazingly efficient .. . Countless work-saving con- 
venience features give you better morale, greater 
Output from your key men. 


Outstandingly economical... Top 
quality materials and super-rugged 
construction assure you enduring 
beauty and uninterrupted service. 
Whether you’re planning new ex- 
ecutive offices or just remodeling, 
insist on Invincible... the line that’s 
designed for better business living. 
See your Invincible dealer today! 


Invincible Metal Furniture Co. © Manitowoc, Wis. 
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New! 


Modernaire 
Bookcase. 


Top is linoleum 
covered to match 
desks. Two ad- 
justable shelves 
ore furnished. 
Available with or 
without glass 
sliding doors, 


New! 


Modernaire 
Telephone 
Stand. 


Linoleum top 
matches desk. Ad- 
justable, non-rust 
glides on base 

con be set to level 
stond ... 
eliminate rocking 
and vibrating. 











A NEW 
SADDLE BACK 


and a new method 
of making 


LINE FIND 
STATEMENTS 


“Slip Ease” the new Saddle 
Back Statement is a process 
where the double carbons are 
easily slipped out of the state- 
ment after usage. 


The new Line Find Statement 
is a method of making this 
popular statement by litho- 
graphing, perforating, and at- 
taching carbon in one continu- 
ous operation in sizes not over 
81,” wide and 144” long. To 
the best of our knowledge, this 
has never been done before. 


In addition to statements, as we 
run two shifts, we specialize in 
very fast delivery on short runs of 
all types of carbon-interleaved 
forms. We have no salesmen or 
sales offices, and we do not sell 
direct. Sold only through distrib- 
utors and printers who should 
write on their letterhead for the 
new 1954 simplified 24-page 
priced catalog, “At Your Service.’’ 


MODERN 
BUSINESS FORMS MFG. CO. 


308 EAST 8th STREET 
CINCINNATI 2, OHIO 








12-A models of six stations each, turn 
out 200,000 insert mailings monthly for 
both Blue plans. 

Two employees set up and manage the 
three machines. For each periodic bill- 
ing they adjust the machines to receive, 
for example, a notice of payment due, a 
return envelope (for return payment 
unless the bill is paid in person), an 
informational leaflet and inquiry form 
which helps answer questions and pro- 
vides the means of obtaining additional 
information, and a small ecard that 
doubles as calendar and official identi- 
fication for its owner in case of emer- 
gency. These calendar cards are mailed 
at year’s end. At times other special 
inserts are enclosed, in behalf of public 
services such as the nurse recruitment 
campaign. 

In other instances the Inserting and 
Mailing Machines, made by Inserting 
& Mailing Machine Co., Phillipsburg, 
N. J., are set to accommodate different 
materials. In the case of direct trans- 
fers, where a group payment member 
has left his job, special letter inserts 
include a form letter stating that the 
member no longer will pay through a 
group, though he still may maintain his 
contract through the direct payment 
system; a tabulating card which shows 
the amount due at the direct payment 
rate instead of the group charge; a 
booklet entitled, When I Leave My Job 
and a return envelope. 

In addition to direct payment. bills 
aud direct transfer bills, the mail de- 
partment occasionally works large mail 
volumes in conjunction with a change 
of rates or change of contracts. Since 
Blue Cross is non-profit, there are 
neither proxies nor dividends to be 
mailed. However, the 260 member hos- 
pitals of New York’s Blue Cross and 
17.000 doetors participating in the 
3lue Shield Plan, require special mail- 
ings which necessitate additional mail 
department work. Group enrollment 
mailings are made to more than 48,000 
companies whose bookkeeping, payroll 
or personnel departments deal with their 
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adds auto-mutltiplier! 


There is nothing quite like the new electric Odhner— § 


this speedy, easy-to-operate 10-key adding machine 
now offers a revolutionary auto-multiplier and 
optional stepover feature! Odhner’s auto-multiplier — 


the 9 small keys at the right of the keyboard — is: 


designed so the top depressed key activates the 
multiplying cycle. Now Odhner gives you the 


advantages of efficient and simple automatic 


multiplication —at savings up to $200! New Odhner 
retails at only $399.50. Available now in the U.S. A. 


You can count on FACIT inc. 
600 Fifth Ave., New York 36, N. Y. 


Adding Machines 114 Sansome St., San Francisco, Calif. 





ee 


BUTLER BROTHERS 
TIES MAIL 10 TIMES FASTER 


"We tie out as many as 100,000 pieces of mail a day ... and do it 10 times 
faster than by hand-tying,” says Miss K. Bryant, Service Department Supervisor 


of Butler Brothers, one of the world's large distributors of general merchandise. 


Two Bunn Tying Machines help move 
this avalanche of bulk mail through Miss 
3ryant’s department. As envelopes come 
from the metering-sealing machine, oper- 
ators simply place a stack on the Bunn 
Machine and step on a treadle. In only 
11%4Z seconds the bundle is neatly and 
securely tied 


Dozens of different mailings go out each 
day, but because the Bunn Tying 
Machines adjust automatically to any size 
or shape, no time is lost in changing from 
job to job. Every stack is tied with just 
the right amount of twine... with uni- 
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form tightness . and with a wrap and 
knot that are fully approved by Post- 
masters. 

Bunn Tying Machines pay for themselves 
many times over, in many ways. Here’s 
how: They decrease down-time due to 
absenteeism—anvone can operate; simple, 
fatigue-less operation increases employee 
efficiency and production; they are quickly 
and easily moved to break bottlenecks in 
various work areas—eliminate overtime 
pay; they reduce bundle breakage and 
material damage 


WRITE FOR FREE BOOKLET which 
shows how ye can step up mailing- 
room operations . . . up to 10 times /a/ > 
faster . . . with an economical |< 
Bunn Package Tying Machine. 


B. H. BUNN CO., 


Dept. O-12, 7605 Vincennes Ave., Chicago 20, Ill. 
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employees wko are enrolled in these 
plans. All of these operations entail 
individual mailings. 

Once the inserts have been stacked 
neatly into each station of the Insert- 
ing and Mailing Machine, its steel 
fingers speedily hustle them into window 
envelopes, showing name and address 
of the direct member as imprinted by 
the IBM 403 accounting machine. 
Indicia and slogans are imprinted on 
envelopes by two Pitney Bowes AV 
metering machines. 

Sealed envelopes, right out of the 
machine, are sorted by from three to 
five employees depending upon the size 
of the mail job. These workers sort 
letters into 300-odd pigeonholes indi- 
eating mail for Long Island, upper 
New York, lower Connecticut, nearby 
New Jersey, other parts of the United 
States, and foreign. After letters are 
removed from the compartments, they 
are back-faced to show envelopes with 
address-side out on both sides of each 
stack of mail. These are tied or cross- 


Bunn Package Tying 
are put into 


trucked to the 


tied by a 
Machine. Bundles 
sacks which are 
office. 

Upon analyzing his mail operations, 
Joseph Cefoli, mail department head, 
observes that it would be well nigh im- 
possible to route from 6,000 to 17,000 
individual pieces of mail containing 
direct payment bills and inserts each day 
without the present office machinery or 
much larger staff. He estimates that 
close to 4,000 bill inserts an hour 
compared with 400 to 700 by hand 
constitute a good average hourly run on 
each Inserting and Mailing Machine. 
Membership growth, reflected in in- 
creased billings, Mr. Cefoli estimates 
would require adding 20 additional 
employees to do the work of these 
machines. With this situation in mind 
as well as being aware of the tedious- 
ness of stuffing envelopes, he adds that 
mail department workers like using the 
Inserting and Mailing Machines which 
ease their workaday chores. 


mail 
post 


How to reduce MAILING COSTS in YOUR office! 


If your office isn’t a ‘‘one typewriter” office, 

it shouldn't be a “one scale’ office either, 

or your mailing costs will be too high. To 

save loss of time (and money), confusion, 

return of mail for lack of adequate postage, 

place one of these attractive, convenient 

Pelouze Postal Scales on the desk of every 
¢ secretary. Use the right scale for the right 
purpose—the new one pound accurate 


7-2 and 27-5 54" high 
—2 Ib. and 5 Ib. by % oz. 
—for all classes including 

Parcel Post 


N-1 PRINCESS showing exact postage 
for first class and air mail; the durable, 
dependable Z-2 in either 2 Ib. or 5 Ib. 
capacity with dial showing exact weights for all classes of mail 


N-1 Princess only 4° 
high 1 tb. by 1 oz 


including parcel post by zones—larger Y-Line Scales with ca- $2.95 list 


pacities up to 50 Ibs., for shipping rooms. 


To stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


PELOUZE MANUFACTURING CO. 
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1236 Chicago Avenue 


Evanston, Illinois 





Increase production 


with this new kind 


Worlds largest manufacturer of typewriters... 
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as much as 14% 


of electric typewriter 


If you increase typing output 14%, you’re saving 
money per typist. 


Or, you’re freeing one typist out of eight for other 
work. 


Even if you only increase production 6% with the 
new Royal Electric, figures show you are justifying the 
additional expenditure. 


In fact, if the typewriters in your office are in use 
more than two and a quarter hours per day, you need 
new Royal Electric typewriters. We’d like to put a 
stop watch against your typing production for three 


reasons: 
1. To see if we can save you money. 


2. To show you the extraordinary new Royal Elec 
tric. 


3. To sell you new Royal Electrics if the figures jus- 
tify the expenditure. 


Why not call your Royal Representative? 


® 
a ' AL electric : portable - standard 
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SPIE 7/ocu! WAUSAU IMPRESSION PAPERS 


ome 
cgeed : 
eee 


Wausau Impression Paper 
package shows zipper carton 
open. No broken paper pack- 
ages, no damaged carton. 
Top makes perfect lid for 
carton in storage. 


Packed in Easy-to-Open Zipper Carton 


LOOK what’s happened to Wausau’s car- 
tons! A zipper has been added! Wausau 


Impression Papers are now being packed 
in zipper cartons as easy to open as your 
brief case. 

There are no marred packages in open- 


ing Wausau’s new carton . .. no damaged 
carton for shelf or storeroom. The top is 
left in one piece so you have a perfect lid 
for the carton. 

Always specify Wausau Impression 
Papers to be sure of the best quality im- 
pression papers, packed in modern zipper 
cartons. 

The complete Wausau Impression Paper 
line is available nationally through author- 
ized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


Artisans of 9111 
Fine Papers 


W. Washington 


Sales Offices 


Street 


Executive 


Illinois 


Chicago 2 


BROKAW, WISCONSIN 


Wisconsin Paper Group 


Miils at 
Member - 
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HE Headquarters United States Air 

Foree uses electronic facsimile re- 

production machines to speed staff 
operations, lower administrative unit 
and increase production. With 
these machines, it is just a “push-but- 
ton” task to prepare copies of material 
such as maps, letters, directives, man- 
uals and drawings. The machine in use 
is the Stenatax, manufactured by Times 
Facsimile Corp., New York. 

A pilot operation was started in 1952 
in the Administrative Section of the 
Deputy Chief of Staff for Personnel. 
After the first week’s operation, it was 
concluded that the automatic machines 
should be located as near as_ possible 
to the using areas (functional staff 
areas) rather than in a_ reproduction 


costs 


center if optimum utilization was to be 
realized. Organizations began to change 
their administrative methods 
cedures to capitalize on the 
potentials. 

Staff papers and reports that were 
previously reproduced by manual prep- 


and pro- 
machine’s 





Model A-22-HM- 


Popular stenographic, sho 
ing two optional features, th 
“Dial-A-Tilt” and "“Hite- 
Master” controls. 


Model A-334-TB 


One of several types of arm 
meode!s in this series. Shown 
with optional " Dial-A-Tilt”. 


STURE CHAIR CO., Inc. 
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Air Force Cuts 
Stencils by Machine 


MAJ. THOMAS B. NORDAN 


Deputy. Systems & Procedures Division, 
Secretary of the Air Staff, Washington. D. C. 


aration of stencils have been switched 
to the electronic process. Charts with 
more detail and complicated drawings 
can now be reproduced by mimeograph 
instead of photo-offset printing which 
was expensive for a small number ot 
copies. Documents that required repro- 
duction were often photocopied. This 
procedure was costly and required a 
long waiting period. By switching to 
Stenafax the documents can be repro- 
duced cheaper and faster. Production 
efficiency in the staff began to increase 
from 40% to 500%. Operating meth- 
ods and procedures began to change too, 
to make use of the electronic machine. 

Sections in the Directorate of Oper- 
ations were converted from a stencil 


Model A-33 
Clerical chair, with large 
seat and back for mascu- 
line comfort. 





typing operation to the automatic sys- 

tem. Thousands of manhours have 

been saved in preparing the approved 

schedules and reports on flying hours, 

planes, and programs. Rush jobs and 

overtime reports have been eliminated. 

Several months ago a current situation 

| report for spare engines bad to be at 

CAPACITIES UP TO , Wright-Patterson Air Force Base, Day- 
13 he dha ton, Ohio, the next morning. Since 
, there was not enough time to type the 
report, the penciled worksheets were 
automatically reproduced and the report 
arrived on time. Fifty-five manhours 
were saved on one project when the 
Personnel Requirements Division 
changed its procedures in preparing 
worksheets for an Air Foree conference 
involving the allocation of Air Force 
Specialty Codes. Previously the divi- 
sion clerical personnel had to work 
around the clock and stop their normal 
operations. By changing the penciled 
worksheets periodically throughout the 
day, thus eliminating the retyping of all 
columns and figures, final program 
copies were ready for distribution at 
the close of the conference. Seventy- 














CAPACITIES UP TO 10x11x21 


er 


Air Force Photo 


of the Stenafax machines at Headquar- 
USAF, in the Pentagon, Washington. 


Y 


FABBRICA ADDIZIONATRICE ITALIANA s 4 


MBRIA f LY] AN 
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Costs less than hand-folding! 


1 
®. Lip gn ) 
Sie AO 


At today’s clerical salary scales, folding by hand is a 
high-cost operation in any office. 


Even if hand-folding letters, forms, bulletins, mail 
enclosures, takes only an hour or two each month, you'll 
welcome this new Pitney-Bowes Folding Machine. And 
the girls in your office will bless you for it! 


The FH is little larger than a typewriter, and costs less. 
Yet it folds far faster than anybody can by hand 
double-folds letter sheets up to 5000 an hour. 


The FH can be set to do any folding job in less time 
than you can tune your TV set. Simply slide two knobs 
along ,an inch scale to the widths of folds wanted. It’s 
practicable, anybody in your office can use it—even you/ 


The FH is electrically driven, has semi-automatic feed. 
(Automatic feed optional at slight extra cost.) Light, 
portable, it can easily be moved, and used anywhere. 


It makes eight different folds; handles sheets from 3 by 
3 inches up to 14 by 8% inches, and will fold 
sheets stapled together. 


In even small offices, the FH quickly 
pays its way, increases the output. 
LV Call the nearest PB office for 
The semi-automatic ms ‘ j ; demonstration. Or send 
FH costs less o , , coupon for free 
than a typewriter! ‘ ( illustrated booklet. 


The larger FM, fully 
automatic, folds up to 
19,000 sheets per hour. 


e comm mcm me 
: PITNEY-BOWES, INC. 
PITN EY- BOWES : 3434 Pacific St., Stamford, Conn. 
e e | Send free booklet on 
Folding Machines 


Folding Machine to: 


eee 


of the postage meter ...94 branch offices, 


Made by Pitney-Bowes, Inc.... originators | 
with service in 259 cities in U.S. and Canada. | 


Address 
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FOR POSITIVE 


CONTROL 


TIME and DATE 
All Incoming Mail 


TIME — 
with a 


ECLIPSE TIME STAMP 


40-hour jewelled balance lever clock 


movement 
@ Potented 
stamping shock 

@ Recording indicators automatically lift 
* 

© 


universal joint absorbs all 


off pad when not in use. 


Date wheels instantly set for day, 
month, year, A.M. & P.M. 
Unconditionally of oe con- 
a eee eo 


Wrhe for illustrated literature/show- 
ing sample impressions available. 


A.D. JOSLIN MFG. CO. 


Manistee 
Michigan 





SAVE TIME - MONEY 


Use Atlas 
Complete Vertical Filing Systems 


© NEGATIVES 

© OFFSET PLATES 
© STENCILS 

© X-RAYS 

© ART WORK 

© SWATCHES 


The efficient, eco- 
nomical method of 
filing. Write for 
complete informa- 
tion on Atlas Files 


a d Patented 
NEGA-PLATE HANGER Hangers 
ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue 
Cleveland 10, Ohio 








nine manhours were saved in the Direc- 
torate of Requirements each month by 
using a pre-printed column form, double 
spacing line items so that a paste-over 
change could be substituted. In one 
high-level office, a copy of a multi-page 
document had to be on 85 Pentagon 
desks every morning by 11 am. The 
photocopy costs would have been $21,- 
000 a year. By switching to the Stena- 
fax machine, over $19,000 a year has 
been saved. 

Here is how it works: a photoelectric 
scanning system seans the original and 
reproduces it on a durable vinyl plastic 
stencil. The material to be reproduced 
is placed around a cylindrical drum. 
The blank stencil is wrapped around a 
second drum, mechanically connected to 
the first drum, which revolves at the 
same speed. As the drums rotate, a 
photoelectric eye on a carriage scans 
the original copy while slowly moving 
along the length of the drum. A record- 
ing stylus, mounted on the same ear- 
riage, traces over the blank stencil on 
the second drum. Actuated by ampli- 
fied electric pulses, the stylus punches 
tiny holes in the stencil when the sean- 
ner sees a controlling color on the orig- 
inal copy. The entire operation, taking 
only six minutes, produces an 814” by 
1314” recorded area on the stencil which 
is then immediately available for repro- 
duction on the stencil duplicating equip- 
ment. 

By the close of 1952, the first ma- 
chines were saving approximately 350 
manhours per month. At the end of 
1953, more machines were installed and 
there was a savings of approximately 
1,200 manhours per month. By the end 
of 1954, the system will be saving ap- 
proximately 4,000 manhours a month. 
After paying for the machines and the 
cost of the materials, a net return on the 
capital cost of the equipment and sup- 
plies as of April, 1954, is in excess of 
$28,000. Today, the new problem is 
not to recover the cost of the equipment 
but, how to integrate this machine in 
other areas and use the savings of the 
manpower in other administrative jobs. 
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roto) ah ,-1 01-108 Ser 


MANAGEMENT: For Copying SALES: For Copying Orders, Let- 2: MANUFACTURING: For Copying 


Letters, Reports, Contracts, In- $ ters, Inquiries, Presentations, * Schedules. Work Sheets,Control : ceipts, Claims, Freight Bills, 
structions, Statistics, Ete * Price Sheets, Etc Sheets, Master Records, Inven- + Packing Slips, Bills of Lading, 


tory Records, Ete D4 


=T*Teygolole) Ac: 
HOTO 


~ Use It To Copy 
ANYTHING 


Systematic 


EVERY DEPARTMENT can use the Apeco Systematic Auto-Stat. This new 
all electric photocopying machine prints, processes and dries automatically. 
It's fast—dry copies in less than 45 seconds! It's convenient—fits on the corner 
of any desk . . . it’s ready for instant use! it's easy—anyone can operate it! 
Saves up to 80% on copying jobs. Eliminates retyping, hand copying, check- 
ing or costly outside copying service. Makes legally accepted black and white 
or colored copies from any original up to 11” x 17”—printed on one or two sides. 
So low cost—a complete Apeco Systematic Auto-Stat installation is priced 
well within the budget of even the smallest firm. 


1 ot ahah! FORMATIO 
ANTEE ocory IN N KIT J7> 
ox nworocory INFCREATION MT IT'S FRee 
Waeea eee eeam- a2UR Beane uana 
4 American Photocopy Equipment Co. 
1932 W. Peterson, Chicago 26, Illinois Dept. 0-1! 
RUSH ME NEW PHOTOCOPY INFORMATION KIT containing 


booklet on the Apeco Auto-Stat plus separate folders on copying 
tax returns, color copying and copying on preprinted forms. 


Name 





Firm, 





Address 





City State 
iT TEeLaeeeeeeeeeeeLteet 





In Canada. APECO OF CANADA, LTD., 134 PARK LAWN ROAD, TORONTO, ONT. 
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“We've discovered 


AZOGRAPH 


—the new way to make copies, 
with positive cleanliness 


‘When I want a dozen or so copies 
say, of a confidential memo—I simply 
write it longhand on an AZOGRAPH 
master unit and make the copies on 
the duplicator. The whole job is done 
in a few minutes. 


“And you should hear our engineers 
cheer. Now they can write up their 
own masters for change orders and 
hold-up notices— make their own 
copies. Work gets done in half the time. 


“Believe me, with AZOGRAPH, hand- 
writing has a new place in our business.”’ 


*For more information about AZO- 
GRAPH, the new, patented way to 
duplicate copies of typed, written or 
drawn material, simply clip the Infor- 
mation Request ticket below to your 
letterhead and mail to A. B. Dick 
Company, 5700 Touhy Avenue, Chi- 
cago 31, Illinois. 


A.B-DICK 


T NAME IW 


tntormation 
Request 
Ticket 


0-1254 
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ABBE 





She's turning out 
5 times more work 
every month 


VEN 
All the figures 


on your 
five fingers 


W orld’s most 


Your secretary—or anyone in your office— 
can work 5—10 times faster with Facit, the 
fully automatic calculator, made of the best 
world famous Swedish Steel. ‘Thanks 

to its revolutionary, easy-to-learn 10-key 
system she can solve any calculating problem 
in one fifth the ordinary calculating time. 
She’s getting 5 times more work done every 
month! And she can operate Facit with 
one hand, leaving the other free 

for notations, checking, etc. 


CALCULATOR 


exported calculator 


FACIT INC. 





500 Fifth Ave., New York 36, N. Y. e 
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114 Sansome St., San Francisco 4, Calif. 
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COLLATING MACHINE 


Thomas Collators, Inc., Dept. B, 50 
Church St., New York 7, N. Y., an- 
nounces development of a Stroke-Stop 
Regulator for Thomas Tandem Collators, 
permitting easier handling of odd size 


paper sheets. The Stroke-Stop Regula- 
tor, adaptable to both the 20 and 32- 
page Tandem models, permits fast, semi- 
automatic adjustment of the feeder-arms 
for any sheet from 3” x 81%” to 14” x 
7”. For offices where bulletins, 
directives and other papers to be as 
sembled vary in sheet size, the regu- 
lator will aid the overall efficiency of 
the units which are capable of collating 
as many as 12,000 sheets in an hour. 
Addition of the Stroke-Stop Regulator 
does not affect the method of operation. 
After the operator makes the one adjust- 
ment which compensates to the size of 
the sheets to be collated, she depresses 
the right foot pedal and the top sheets 
of each stack in the right-hand bins are 
pushed out. As the operator grasps, jogs 


lists, 


and places the set in a storage bin, she 
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depresses the left pedal and an identical 
action takes place in the left-hand bins. 
Combining the two sets is done simply 
by placing the latter set directly on top 
of the set in the storage bin. Through- 
out, the operator is seated comfortably 
at the collator and works without the 
monotony of hand collating. All pages 
are under her constant inspection, per- 
mitting any blank or mis 
printed pages. Thomas Tandem Collators 
and deep and 
may be purchased with or without the 
new Stroke-Stop Regulator. 


removal of 


9or” 


measure 46” across 
Regulators 
are available to present Tandem coJlator 
users, 


ENVELOPES 


Gilbert Paper 
Menasha, 
Wis., announces 
that Gilbert En 
velope boxes will 
be available with 
a completely new 


Co., 


design box cover 
wrap, featured in 
a semt gray 
leatherette finish 
with a repeating 
overprint of the 
Gilbert trademark 
in a complemen- 
tary shade of 
blue-gray. Adding 
to the striking 
appearance of the 
new boxes are the 
completely __rede- 
signed  identifica- 
tion labeis for all 


major grades. 
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These labels have a vivid background of 
pastel color with a different color used 
for each grade. Modern type styling for 
these labels emphasizes a clean, unclut- 
tered appearance for maximum reada- 
bility. 


PAPER CUTTER 

Challenge Machinery Co., Grand 
Haven, Mich., makes a small-size cutter 
with full-hydraulic power applied to both 
knife and clamp. Measuring a compact 
1934” between housings, this Style 193F 
Full-Hydraulic Challenge Cutter is said 
to be America’s smallest full-power paper 


CHallenae 


cutting machine. It comes complete with 
its own power plant to operate the knife 
and clamp with hydraulie ease and work- 
ing safety. A conveniently placed lever 
controls the clamp and the two-hand 
starting device. The operator must use 
both hands during the cutting stroke. 
Like its hand-clamp counterpart, the 193 
F Semi-Hydraulie Cutter, this new model 
incorporates many features of larger 
power cutters in the Challenge line, in- 
cluding duplex 
safety 


measuring 
non-repeat 


tupe, special 


guards, knife, and 
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positive backgage for safe, easy opera- 
tion. The attractive, baked-on crimped 
finish adds to the appearance of the 
eutter. Both the hand clamp and new 
hydraulic clamp Style 193F Challenge 
Power Cutters are recommended by the 
manufacturer for the office or small shop 
desiring the compactness of a small cut- 
ter and the fast, accurate performance 
of power cutting. 


ADDING MACHINE 


Facit, Ine., 500 Fifth Ave., New York 
36, N. Y., announces the Odhner Model 
XX-11-C Adding Machine with automatic 
multiplication. Designed and manufac- 
tured in Sweden, the machine is made 
of high-grade Swedish surgical milled 
steel. It has been tested extensively in 
Europe and is available in Facit dealer 


showrooms throughout the nation. The 
10-key machine with auto-multiplier has 
special finger-fitted keys for speedy and 
easy touch operation. Its size allows use 
on any desk. Rubber rollers permit the 
machine to be rolled to the back of the 
desk when not in automatic 
double-spacer after each total, simplicity 
of changing paper rolls or ribbons, silent 
operation and the optional ability, by 
minor adjustment, to print all positive 
figures in black while printing all nega- 
tive figures in red, are other features. 
The XX-11-C, like all Odhner Adding 
Machines, is built in three main sections, 
enabling 


use. An 


removal of one section for 
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cleaning or repairs without having to 
take the entire machine apart. Retails 
at $399.50. Complete information from 
above address. 


TABULATING DECOLLATOR 


Dillon-Ford & Co., 154 Nassau St., New 
York 38, N. Y., offers a Gravity Carbon 
Separator and Decollator with deep trays 
to handle over 6” packs. The adjustable 
chute remains in any position and cannot 
accidentally fall to interfere with tabu- 


Chute can be set hori 


lating machine, 
zontally to decollate forms when tabu- 


lating machine is not in use. This per- 


mits one decollator handling forms from 





several tabulators. The special finish re 
Made of 16- 
gauge steel with 1” x ” angle uprights. 
allow height. Avail 
able for 4, 5, 6 or 7-part sets. Model 11 
(shown) takes 17 25/32” x 11” forms and 


duces incidence of static. 


Casters adjusting 


is 22” wide, 22” deep and 54” high. 
Model 17 takes 17 25/32" x 17” 
and is 22” wide, 30” deep and 54” high. 
from 


forms 


Complete information above ad 


dress. 
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MOVABLE WOOD PARTITIONS 

United States Plywood Corp., Dept. O, 
55 West 44th St., New York 36, N. Y., 
Weldwood parti- 
tions in modular panel units which are 
interchangeable. Metal 
vide positive, rigid interlocking. Panels 
both sides with beautiful 


makes movable wood 


connectors pro- 


are faced on 
hardwood veneers and have incombustible 
resistance. 


mineral cores for fire 


There is provision for 


inert 
accessible, con 
cealed wiring in bases, posts, and cor 
Panels are made in five widths 
and heights of 7/1” and 8'6” 


glazed, 44” railing and 66” 


nices, 
solid and 
glazed rail- 
Weldwood Stay- 
illustrated 
Weldwood 


from 


ing; with matching 


g; 
Strate doors and gates. An 
booklet 


movable 


fully describing all 


partitions is free above 


address, 
PHOTOCOPY TECHNIQUES 


195 Appleton St., 
Holyoke, Mass., have published a 32-page 
Data Book for (white 


TECNIFAX 


TECHNICAL 
FACSIMILE 
MATERIALS 


Technifax Corp., 


users of diazo 
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print) photocopy equipment such as Oza- 
lid, Bruning and P. & H. The book dis- 
cusses the improved materials and tech- 
niques which are available. One of these 
is Technichrome film for making color 
overlays for projection transparencies in 
visual aids, displays, and to reduce costs 
of color proving in printing, ete. An- 
other technique described is the use of 
Diazotype Microfoil for producing dupli- 
‘sates of microfilm record files. In addi- 
tion to advanced techniques, regular 
methods are included. A copy of the 
Data Book is free from above address. 


RECORDS INSURANCE 


Hartford Accident & Indemnity Co., 
Dept. S.P., Hartford 15, Conn., offers a 
free folder describing their valuable 
papers insurance for office records of «ll 
kinds; plant records including engincer- 
ing drawings, blueprints, production rec- 


ords, ete.; legal records, artists’ work, 

















laboratory records, and the contents of 
libraries including books, prints, manu- 
scripts, musical scores, ete. The litera 
ture is divided into four parts: what 
policy covers, where it covers, what it 


pays, what it costs. 
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ADDING MACHINE 


Clary Multiplier Corp., San 
Calif., makes a 10-key adding 
to complement their present line of full 
keyboard electric adding machines. Like 
the latter, it is designed for the fastest 
operating performance. Ten new or ad- 
vanced engineering developments in the 
application of automation to electro- 
mechanical 


Gabriel, 
machine 


mathematical machines have 


been incorporated in the 10-key adding- 
which 
ean be worked directly without recipro- 


subtracting machine on division 


cal tables or mental figuring, using the 
Clary Dividing Eye. This will 
hold a constant factor for repeated mul- 
tiplication in figuring proration, discount 
ing, invoices, commissions and other c¢al- 


machine 


Machine has a clear 
keyboard, permitting 
figures to be entered before mechanism 


culating problems. 
channel or open 

stops eveling from previous operation; 
multiplication by stepping 
digit to digit without 
ping; direct totals without waste cycles 
beforehand or raising hand from key 
board; totaling automatically clears out 


high-speed 


over from stop 


figures indexed in keyboard without use 
back 
bal- 
bars power driven; 
The 10-key machine 


of clear key; one-space-at-a-time 


spacer; red subtraction and credit 


ances; all control 


electric clear key. 
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colors are the Clary Custom Line greens 
and gray. Compactly built with a rugged 
plastic case, machine weighs only 20 lbs. 


OFFICE FURNITURE 


Invincible Metal Furniture Co., Mani- 
towoe, Wis., offers a free brochure illus- 
trating in full colors their line of Mod- 
ernaire desks, tables, stands and book- 
cases, and Modernette modular units. 
Specifications are given for each piece 
and construction details are illustrated 
and described. 


MACHINE STAND 

Tiffany Stand Co., 7350 Forsyth, St. 
Louis 5, Mo., makes the Model 3000 
Stand which has 214” soft rubber casters 
and metal brakes on two front casters. 
Brakes lock the stand when the office 
machine is in use. They release quickly 
when the stand is to he moved. There 
are 214” soft rubber casters without 
brakes on the two rear legs. Other fea- 
tures include newly designed adjustable 
cups, on top of stand, to accommodate 


practically all machines whether the ma- 
chine feet are round, square, oblong or 
rectangular. The top channels attach 
either way, front to back or sideways, 
to hold machine bases from 5” x 5” to 
164%” x 16%”. Ten larger, rounded, 
welded corner braces add strength to the 
stand and the larger square top gives 
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greater flexibility. This model is stand- 
ard with one steel drop leaf and an extra 
leaf is available at an additional cost. 


ADDING MACHINE 


Olivetti Corp. of America, Dept. BS, 
580 Fifth Ave., New York 36, introduces 
the Electrosumma Duplex Adding Ma- 
chine which has two registers capable of 
operating simultaneously at 215 rpm with 
fast rotary printing. One register can be 
totaled or sub-totaled and the resulting 
figure automatically transferred to the 
other register to accumulate grand totals 
without making re-entries. Machine adds, 


subtracts with automatic credit balance, 
and semi-automatically multiplies and 
divides. It has 13-column capacity total- 
ing up to 99,999,999,999.99. The follow- 
ing controls are provided: non-print, re- 
peat, keyboard clearance, backspace and 
non-add, indicator tells how 
many digits have been entered on the 
10-key keyboard, A white signal appears 
when totals are negative. Machines will 
be available in 1955. Deseriptive full- 
color brochure is free from above ad- 
dress. 


Column 


INSURANCE COMPANY SYSTEM 

Charles Bruning Co., 4700 Montrose 
Ave., Chicago 41, Il., offers free litera- 
ture describing a quick, errorproof sys 
tem for insurance 


processing applica 
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tions, developed by Safeco Insurance Co., 
Seattle, a division of General America 
Insurance Group. A translucent appli- 
cation form is filled-in as usual by the 
agent and mailed to the home office. 
Processing departments make their en- 
tries on this single control copy, instead 
of transcribing data on the standard 
fill-in policy itself. Any desired quantity 
are then reproduced by a Bruning Copy- 
flex machine, with copies being distrib- 
uted to various departments, agent, ete. 
The insured receives his copy attached 
to a policy preprinted with terms and 
conditions of the contract. The system 
eliminates the expense of retyping, car- 
bon copies, proofreading and correcting 
applications, endorsements and claims. 


1-STEP OFFSET SOLUTION 

Harris-Seybold Co., Dept. M, 5308 
Blanche Ave., Cleveland 27, Ohio, an- 
nounces a solution that combines three 
separate presensitized plate-making op- 
erations into one step. The Harris 3 in 1 
Solution takes the place of desensitizer, 
lacquer and gum when developing presen- 
sitized offset plates. In addition to help- 
ing produce better presensitized plates 
faster and at lower cost, the Harris 3 in 
1 Solution eliminates need for a water 
supply, large working areas and several 
different chemicals. The Harris process is 
so simple that even relatively inexperi- 
enced personnel can develop a good pre- 
sensitized plate, since there is no chance 
of over-development or filling-in of dot 
patterns. After the plate is exposed, it 
is only necessary to pour a pool of Harris 
3 in 1 Solution on it and rub the entire 
surface with a moist sponge. Non-print- 
ing areas are completely desensitized and 
images develop immediately. When ex- 
solution is wiped off and _ plate 
rubbed dry, no additional washing or 
gumming is required. 


cess 


MOTORIZED FILE 
Diebold, Ine., 910 Mulberry Rd., 8S. E., 
Canton 2, Ohio, makes the Super Elevator 
File which features ready accessibility 
to as many as 300,000 records. To oper- 


THe Orrice—December, 1954 


ate the file, a pushbutton is pressed until 
the desired tray comes into working 
position. The file’s ‘‘electrical brain’’ 
automatically brings each group of trays 
to the operator by the shortest route. No 
record is more than three seconds away 
from the operator’s fingertips. When the 
tray reaches the correct working posi- 
tion, mechanism automatically stops even 
if the operator continues to press the 
button. Records are within reach 
for reference or posting when operator 
is seated or standing. spread finding aids 
in locating the desired record, All trays 


easy 


are spread before the operator in a well 
lighted area where guides can be spotted 


in a glance. “he Super Elevator File 
utilizes a wide range of record sizes and 
weights. It handles tab cards and all 
popular sizes of card records. No tran 
scription of present records to special 
ecards is required. Lightweight 10”-deep 
trays make records anywhere in the tray 
easily accessible without stretching. This 
short-depth tray also increases visibility 
of guides and records. ‘Trays are por 
table and completely interchangeable, 
ean be lifted out of the file easily and 
re-arranged as desired. Various sizes of 
trays for housing records of different 
sizes can be used in the same file. Mul 
tiple short trays offer good record break- 
down and grouping, permit division of 
the work at peak periods. They are de 
signed to open a filing ‘‘V’’ anywhere 
and to hold the place automatically until 
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Start Right Now,,, 


TO LOWER YOUR 
REPRODUCTION COSTS 
with 
the 


RAPID PRINTER 
RP-13 


| PLATES IN 
“SENSITIZED 
MAKE ee gO SECONDS 


20 to 

You can have big 

plant performance in your 

reproduction plant with the 

nuArc Rapid Printer. A com- 

letely enclosed carbon arc 

amp—vacuum frame combina- 

tion that produces better plates quickly, consistently. 

Available in 3 sizes, at moderate cost. 

RP-13 
RP-17 


A COMPLETE PLANT Whas 


nuArc ACCESSORIES 


The nuArc nuLite 
LT-16, portable light 
frame for stripping, 
Opaquing, finishing of 
pre-sensitized plates. 
Glass top 18 x 20”. 
LT-16 only $85.00 
F.0.B. Chicago 


The DT-20 Develop- 
ing Tray comes with 
3 plastic bottles, 2 
sponges, storage facili- 
ties to make plate 
making simple. Light- 
weight, portable. Size 
20 214". 


DT-20 only $27.50 
F.0.B. Chicago 


<> COMPANY, INC. 
624 $. Western Ave., Chicago 12, 111. 


MAIL THIS: COUPON TODAY 


} nuArc Co., Inc. 
i 824 S. Western Ave. 
Chicago 12, Ill. 


Gentlemen: 


! Please send Bulletin No. 230 givifig complete in- 
| formation on the Rapid Printer and accessories. 


4 Name. 


Title 


Dept. No. OF-100 





| Address. 





] Company. 





I City 


State. 





lela ee 
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the record is returned. No place markers 
The file 
In the event of power fail- 
oper- 


are necessary. 
110-volt AC, 

ure, elevating 
ated by a hand crank. A positive safety 
device automatically and instantly stops 


operates on 


mechanism ean he 


the mechanism if the operator’s hand or 
any object extends beyond the posting 
shelf. Steel cabinet is finished in baked- 
on fine-wrinkle gray enamel and equipped 
with a roll-top locking cover. Literature 
from above address. 


LOOSE-LEAF BINDER 


General Binding Corp., Dept. 0-12, 812 
W. Belmont Ave., Chicago 14, Ill., makes 
GBC metal loose leaf binders which ena- 
ble duplicating departments to bind 
anything duplicated, printed, typed or 
drawn, in either plastic or metal bind- 


ings. Standard-spaced punching permits 


the interchange. Pages may be inserted 
or removed any place in the book with- 
out taking the book apart. The metal 
loose-leaf binder will find its chief use 
wherever frequent page changes are nec- 
essary. General Binding’s system for 
the office up to now has consisted of 
three primary units: (1) A GBC punch- 
ing machine to produce holes of a stand- 
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THE Orrice 


The B D C mimeograph eliminates the perforated drum and ink pad so 
you never spread ink with a brush, clean a clogged drum, or change an 
ink pad. It operates with a heavy paste ink that does not and cannot leak. 
With the B D C, using and maintaining a mimeograph is no longer an 
inky, messy, office torment. Hands and clothes stay clean— morale goes 
sky high. And while always clean, the average office worker can produce 
professional looking copies that are virtually printing press quality. 
Write for complete information. Bohn Duplicator Corporation, 444 
Fourth Avenue, New York 16, New York. 


REX-ROTARY 


December, 1954 





If your storage area 
looks like this \= 


It is costing you dearly in floor 
space and loss of employees’ time. 


Every Type of Industry 
Can Save BOTH MONEY and SPACE with 


NYLO-GLIDE 


low-cost 


STORAGE FILES 


Yhese nylon bearing, smooth op- 
erating files are available in any 
size. Stack and interlock them 
one on top of the other or side by 


SAVE 40% FLOOR SPACE 1 side in any available location. No 
Nylo-Glide record files save . of yi. waste space—inside or out. De- 
more than 40% in valuable fi : ; . 

floor space. The appearance “ae «=o signed to fit the records they hold. 
of the files has been improved, 

and the storing of records is 

much easier in neatly ar- 

ranged stacks making the 

cleaning problem simple. 

ATTRACTIVE WORKING AREA 

Efficiency engineered system 

of drawers to fit YOUR form 

and YOUR space provide a 

flexibility that is unparalleled 

in filing equipment. 

The Nylon Bearings make 

heavily loaded drawers 

GLIDE easily and quietly. 


A complete installation often costs less 
than shelving and corrugated boxes! 


RECORD FILES, INC. | RECORD FILES, INC. 


P. 0. BOX 581 © WOOSTER, OHIO 
Please have your nearest representative P. O. BOX 581 
stop and see us at his convenience. WOOSTER OHIO 
/ 
— Specialists in RECORD STORAGE EQUIPMENT 


Address Call us for a survey and demonstration 
City i of equipment. 
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ard size at standard intervals along the 
edge of sheets to be bound. (2) Strips of 
Cerlox plastic binding material with 
parallel plastic rings that coincide with 
the holes punched in the paper and 
covers. (3) A GBC binding machine to 
bind the book by combining the punched 
material with the Cerlox plastic binding 
element. The one punching pattern com- 
bines three distinct binding methods— 
Cerlox narrow back and Cerlox wide 
back plastic bindings and the metal 
loose-leaf binding—into a single, univer- 
sal binding system. The new binder is 
available in two basic wrap-around cover 
styles in a variety of colors. One cover 
is a sturdy, rich-looking flexible plastic 
which is electronically sealed and the 
other a low-cost, serviceable imitation 
leather called Gebcote. Both can be im- 
printed or otherwise designed to suit the 
user’s needs. The metal binder, like Cer- 
lox plastic bindings, permits the pages 
to lie absolutely flat when the book is 
opened. 


OFFSET PLATE PROCESS 

Plate-O-Lith Co., 116 East 27th St., 
New York 16, N. Y., has developed a 
platemaking process for use with smaller 
presses like Multilith, Davidson, and 
even the 14” x 20” Webendorfer, which 
produces zine plates that will print the 
fine quality halftone work and 
solid black as performed on larger, com- 
mercial offset presses. The same degree 
of sharpness and high-lights as found in 
the larger presswork is made possible. 
Many jobs not usually possible of satis 
factory reproduction on these smaller 
presses have resulted satisfactorily with 
this new platemaking process. These 
plates are handled by the operator in 
the ordinary manner, but less water is 
needed. If the dampening unit is turned 
off, it takes several hundred impressions 
before the halftone begins to fill in and 
by dropping the dampening rollers the 
press will be cleaned up by itself. Using 
less water results in longer plate life. 
Complete details from above address. 


same 


THE EASY way 
som >) +310) f 
OLD PAPERS 


The new "Silver Executive’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


We MILL ST REEF : SALEM, OHIO 
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A COMPLETE WORK STATION IN 3 SQ. FT. 
The SERV-A-File 


combines 
2-Drawer File (letter or legal). 
A Desk Top for writing or posting. 
@ A Typewriter Stand. 
@ A Utility Drawer. 


bh 
a 


és , 50LS7T¥ 
Can be assembled to suit any operation, with or 
without all attachments. Stand can be in front or 
on either side in place of a leaf. Rolls anywhere 
on large casters. In green or gray, the complete 
SERV-A-File is $58.80 in letter size; $67.80 in legal 
size. Write for literature and prices on unit in 
different styles. 
NORTHWEST METAL PRODUCTS CO. 


Devt. O, 1337 E. Mason St., Green Bay, Wis 


at ¥BAUE, 


NAY, 


STEEL SHELVING 


with new, rigid 
“Twin-Post" corners 


Here's the one shelving that 
has both the strength and fine 
appearance for most of your 
office, storeroom and ware 
house shelving needs. 16 gauge 
“Twin-Post’’ corners are actu 
ally 2 posts with 3 strong cor- 
ners . . . shelves fit tightly, 
everything stays in line, Finish 
is smooth baked-on Airline 
Grey or Olive Green enamel. 
18 or 20 gauge shelves avail- 
able in a wide range of sizes. 


See your office supply dealer 
or write us for specifications. 


EUBAUVER MFC. CO. 


2013 Centro! Ave. 














COPYING CAMERA 
Haloid Co., 54-12X Haloid St., Roches 


ter 3, N. Y., announees a precision, stream 
lined, all-metal darkroom copying eam 
built by 
Ine., 
Haloid Co, 

ing drawings or other copy by Xerogra- 
phy onto a 15” x 201%” offset paper 
master for run off of multiple copies on 
a model 2066 Multilith Duplicator. Large 


era, designed and Robertson 


Photo-mechanix, Chicago, exclu 


sively for It copies engineer 


drawings up to 24” x 36” ean be copied 
by reduction to 12” x 18”. 
drawings, 12” x 18” can be 


Medium size 
copied same 
size, while small drawings can be copied 
several at a time, size to size or enlarged 
to. 12” x 18" The operates in 
with a darkroom and other 
Xerographiec processing units. Depending 


camera 
connection 


on volume requirements, production with 
one operator averages about one master 
in 4 minutes. Complete information from 


abov e address. 


AUTOMATIC COLLATOR 
Reproduction Products Co., 12790 West 
wood Ave., 
the Acera-Feed Collator which compiles 
up to 50 identical sets of printed matter 
in one operation, organizing each of 125 


Detroit 23, Mich., announces 


different pages in proper sequence, ready 
for binding, stitching, stapling or band- 
ing 


at a speed reaching 6,000 sheets per 
hour. Collator shuts itself off on com 
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KILLS orrice 
MINTY L/ TAY 4 





FOR ALL NOISY 
OFFICE MACHINES 


Now you can control 

NOISE at its source 

for the benefit of 

operators and people 

in the surrounding 

area. NOISE is a 

killer with its nerv- 

Ous tension and ex- 

cessive fatigue. Its 

waste productivity 

costs American busi- 

ness millions of dol- 

lars annually. The 

SoF-TONE Acoustical Cabinets 

absorb all high frequency vibra- 

tions and reduce the volume of 

remaining sound fully 50%. 
And Sor-TONE provides perfect 

indirect fluorescent lighting over 

the entire work area, lessening eye 


oo 


AT ITS SOURCE! 


—— 


strain, reducing errors. 

For more comfortable offices— 
use SOF-TONE—and enjoy better 
working conditions resulting in 
real dividends. 

Results guaranteed—or you do 
not pay! 


os —a es 


Write today for more information giving 
machine, make, model and measurements. 


12 COMMERCIAL ST. 
ROCHESTER 14, N. Y. 


ASSOCIATES 
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ERASERSTIK is a 
sweetheart . 
Typists, Clerks, Book- 
keepers and Account- 
ants love it. 

The white polished 
wood case protects the 
famous A. W. FABER 
erasing stock — keeps 
it fresh. Easily sharp- 
ened with a knife or 
mechanical sharpener. 

A quick flick and 
errors in typewriting, 
ink or pencil disap- 
pear — leaving not a 
trace. 

Make sure your 
Dealer sells you 
ERaSERSTIK, not some- 
thing “just as good” — 
because, frankly, there 
is nothing just as good. 
Ask the folks who use 
ERASERSTIK. 


FABE 


peNCIL COMPANY inc. 





2 
ASS 


9 ofa 
pee SSE 


2h Septem RONEN SA RAMAN OTN AAAI : = ss 


R-CASTELE 


WARK 3.4 


( pletion of the job. Photo-electric scan- 
| ners automatically eliminate all un- 
printed pages so that no blanks are 
gathered at any time. An adjustable 


* . 


| micrometer rejects double sheets and an 

electronic system prevents missing. <A 
| fully illustrated brochure showing all 
| models and specifications is free from 
above address. 


PHOTOCOPIER 

General Photo Products Co., 15 Sum- 
mit Ave., Chatham, N. J., makes the 
portable Bantam Ei xact-Photo- 
Copy machine which can be carried and 
used anywhere in the office. 


—_— 


_— 
CL 


model 


Weighing 


| only 22 Ibs., the unit is simple to operate 
| and produces 90 copies an hour of any- 


thing typed, written, printed or drawn. 


| Copies can be up to 9” wide and any 


length. No darkroom is required and 
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ntants 
rs ol ledger? 


HERE ARE 4 GOOD REASONS: 





1. Easier on the eyes. Low gloss fin- 
ish reduces eyestrain, speeds 
work. Available in white, buff 
end green tint. 











2. Better for typing and writing. 
Takes writing neatly and typing ; 
easily. Special finish for ma- YOUR ACCOUNTING DEPARTMENT will turn out 


a pe inish) (watermarked its best work—rapidly and with fewer errors— 

. when you standardize on Hammermill Ledger. 
Thousands of American business firms, large 
and small, have found that Hammermill Ledger 
combines exceptional strength and endurance 
with unusual economy in paper cost. Its 4 out- 
standing features: non-glare finish, firm surface, 
splendid texture, and rugged durability, assure 
you of the same exceptional performance. And 
it is made by the makers of Hammermill Bond. 

















The firm, evenly-formed surface —w , 

rules perfectly je provides for forms You can obtain business printing on Hammermill 
cleaner printing of accurate ac- “eu |) Ledger wherever you see this shield on a print- 
counting department forms. ) er's window. 


_— 


| 
} 

ae 
' 

m i. 
| 


4. Stands wu under REPEATED 7" 
HANDLING : retains fine t ss 
appearance for years due to LOOK FOR THIS WATERMARK...1T 1S YOUR GUIDE TO QUALITY PA 
special fiber treatment for | | i | 
added strength and snap. 


| ean aw 4 ; 4 a EE: 


Tue Orrice—December, 1954 





Each finger falls 
into natural working 
position on keyboard 
(right or left hand). 

To discover this... 


jot oY 


Ask your nearby Friden Man to bring in 
one of these new machines for you to look 
at and try! See how... 


Clear Signal prints automatically on tape 
with first item following a total « Totals and 
Sub-totals obtained instantly by depressing 
bars—no space strokes required « True 
credit balance printed without extra motor 


PRODUCTS OF 


See how the actual items 
entered on keyboard ap- 
pear in Check Window 
above keys before they 
print on tape, permitting 
changes. This is new on 
U.S. 10-key machine! 
operations or pre-setting « Over-size control 
keys, each plainly labeled, give direct 
“live” response. 
Note also: Enclosed paper roll (only the 
part you want to see is visible )...Simplified 
ribbon, tape changing...Quiet operation... 
Light in weight...Coloring matched to the 
glare-proof tones of Friden Calculator. 


THE NATURAL WAY ADDING MACHINE © THE AUTOMATIC CALCULATOR 


THE COMPUTYPER © THE ADD-PUNCH MACHINE 


° 
Friden sales, instruction, service throughout the U S. and world. 
FRIDEN CALCULATING MACHINE CO.. INC., San Leandro, Calif, 
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made. 
Exposing and processing are done in the 
one unit and copies are finished dry ready 
110-volt AC. In- 
terior is stainless steel; gray vinyl ex 
terior is easy to keep clean. 
guaranteed, priced at $200, 


one or two-sided copies can be 


for use. Operates on 
Unit is 
Other sizes 
up to 24” width will be made to meet 
special requirements. 


COMMUNICATIONS SYSTEMS 

TelAutograph Corp., 16 West 61st St., 
New York 23, N. Y., 
8S-color booklet on 
svstems. Six 


offers a 16-page, 
planned communica- 
tions 


illustrated 


basie problems are 
analyzed. The impor 
tance of the proper flow of current infor- 


and 


mation for efficient production as well as 


management control is discussed. Sche 


matic diagrams clarify problems in inter 
departmental 


communications, Commu 


nications systems for materials handling, 


production planning, quality control, sales 
order 


maintenance 
Proved 


and control are de- 


seribed. solutions for the dis- 
semination of included 
with explanation of the use of TelAuto 
Work in 


process control, reduction of down time, 


information are 


graph Teleseriber Systems. 


accurate transmission of information be 


tween all operating units of office and 
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FREE FREE 


NATIONAL LITHO’S FAMOUS 
FLOW CHART RULER 


SENT FREE TO 


| TAB SUPERVISORS, SYSTEMS & 


PROCEDURES MEN & FORMS 
DEALERS 


ALSO 
AVAILABLE 
NEW TAB 
FORM LAYOUT 


YOUR REQUEST 
TODAY ON 
YOUR COMPANY 
LETTERHEAD 


NATIONAL LITHO FORMS CO. 


18423 EUCLID AVE., CLEVELAND 12, OHIO 


DESIGNERS AND MANUFACTURERS OF 
CARBON-INTERLEAVED BUSINESS FORMS 





| plant are some of the studies presented 
in this booklet which is free from above 
address. 


CALCULATOR 
Monroe Calculating Machine Co., 
Orange, N. J., introducing its second new 
model within 30 days, announces another 
completely automatic calculator. Fol- 


| lowing the new Duplex 66-N calculator, 


the latest model is designated the 8-N, 
or Simplex Monro-Matic which offers 
full figuring automation in addition to 


| its single keyboard features: automatic 


dividend alignment with on and off con- 


| trol; automatic clearance of upper dials 


POSITIVELY 
WILL NOT HARDEN ON 
PAD IN ANY CLIMATE! 


OFFSET... i 
N SMUDGE... eA 
SLIPSHEETING _ 


New Canode DRI-RITE 100 is 
the finest easiest-to-use duplicat- 
ing ink you can buy! On mimeo 
bond (and some rag stock) it 
dries as it stacks. New formula 
and processing give sharp 
BLACK reproduction SAFELY 
...0n open or closed drum du- 
plicating machines, Will not clog 
pads, harden in cylinders or 
damage stencils. Performance 


GUARANTEED! 


1-lb, FLAT or ROUND CAN 
Yaelb, PLASTIC SQUEEZE DISPENSER 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 
523 N. HALSTED ST., CHICAGO 22, ILL. 


& 


from the divide key; automatic carriage 
return from negative, accumulative and 
multiplying keys; split control for the 
lower dials for retention of amounts in 
either side of the split; automatic key- 
control permitting 
amounts to remain on the keyboard or 
be cleared at the end of operation, as 
desired; larger keybuttons for better 
finger control and easier action. The 
machine will be made with both 2-series 
dials, known as the 8-N-212, and 3-series 
dials, the 8-N-213. 


board clearance 


SUPPLIES CATALOG 
W. T. Rogers Co., Box 2095, Madison, 
Wis., offers dealers their free latest cata- 
log of office supplies. A wide variety of 





| office equipment is illustrated, described 
| and priced in this 32-page book which 
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new... OZALITH 


paper offset plates - 


. 


The first sensitized 


positive paper plate... 


from original to running press 


in less than 90 seconds... 


Ozalith...the new quick way to make offset plates will 
save you time and money over conventional photographic 
methods. Think of it—no camera-work, no negatives! 

You go directly from translucent original to running 
press —in less than 90 seconds! 

Just place the original on the Ozalith plate, and expose 
in an Ozalith machine — Bambino to Printmaster—or any 
similar light medium. 

Swab the exposed plate with developing fluid and fixer, 
place on the press cylinder —and it’s ready to run. 

Ozalith saves the cost of film and photography, eliminates 
the need for darkroom and messy developing...and Ozalith 
paper plates are so inexpensive that they needn't be filed. 
You can make extra plates when needed, quickly and 
inexpensively, from your original. 

For longer runs, and absolute dimensional stability, 
Ozalith plates are also available on aluminum. 

For a demonstration of Ozalith plates in your own 
office, call the nearest Ozalid distributor (see phone book), 


Or write for information to 175 Ozaway, Johnson City, 
New York. 


OZALID~—A division of General Aniline & Film 
Corporation... From Research to Reality. 
In Canada, Hughes Owens Company, Ltd., Montreal. 


OZALITH 
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CARBON PAPERS 


TYPEWRITER © BILLING @© FAN-FOLD 
PENCIL © CARBON JACKETS 
REGISTER ROLLS 


Office work runs smoother when 
Codo Carbons, Ribbons and Hece- 
tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 
ness to specify CODO. 


taal — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 
40 E. 40th St. 564 W. Monroe St. 


New York 16, N. Y. Chicago 6, Ill. 


also contains 1955 additions to the 
Rogers’ Dealer-Profit Line. 


OFFICE FURNITURE 


Executive Furniture Co., 2800 Virginia 
St., Wichita Falls, Texas, are now in full 
production in their new plant manufac 
turing their high quality line of wood 


office desks, tables, bookcases and stands. 








Desk styles include executive and con 
ference types, secretarial, receptionist, 
salesman and general office models in 
executive walnut, golden walnut, sahara 
and frosted platinum finishes with wal- 
nut, linoleum or Formica tops. A new 
loose leaf eatalog, illustrated in color 
and with separate price list, is free from 
above address, Custom made furniture is 
also made, 


PAYROLL DEDUCTIONS 


Onyx Precision Forms Co., 225 West 
34th St., New York 1, N. Y., has pub 
lished a 16-page, 8%” x 11” booklet, 
‘Combined  Deductions,’’ — by Joseph 
Kluger, C.P.A., which contains charts 
showing combined deductions for 1955 
withholding tax and social security in 
daily, weekly, bi-weekly and semi-month 
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for better bookkeeping 
use PARSON'S popular 


ECHANO 


FORM 


LEDGER PAPER AND INDEX CARD 


" King Cotton says: 


“*Any transaction that’s 

worth recording at all is 
worth putting on paper that will keep 
the record as well and as long as you 
need it.” 


The smallest item in office, shop or field expense 
is the paper that records are kept on. A paper not 
up to the job may mean many costly man-hours 
of copying — an expense more than the cost of all 
the fine paper you could use in years. For effi- 
ciency — which means saved man-hours — the 
paper and card you use must have a smooth no- 
glare surface so made that ink won’t run or 


smudge, erasability, uniformity from piece to 
piece and a toughness that’s obtainable only in 
paper made with new long, strong cotton fibers. 
MECHANO FORM LEDGER is made in white and 
six colors, 13 sizes and four weights. MECHANO 
FORM INDEX-BRISTOL comes in white and 
seven colors, five sizes and four weights. The 
colors match for “color control” — a time-saver if 
you have several departments, branches or classes 
of records. The eight weights make it possible for 
you to get a card or sheet as tough or stiff as you 
need, and the many sizes mean you can get almost 
any shape sheet or card you need, without waste. 
MECHANO FORM is made to match the require- 
ments of either machine or hand bookkeeping. 


PARSONS PAPER company 


Over 100 Years in Holyoke, Massachusetts 


© Pecos 
f 


FREE VALtuABle BOOKLET 


In these days of government supervision 
and control of records and documents, 
many must be kept for years. This new 
booklet tells how long various types of 
records should be kept, and what kind of 
paper is necessary to take the wear, and 
years of storage, each record must stand. 
It tells how to set up a continuing 
system of records control and how to 
save money in buying record-keeping 
paper and card. Every accountant, treas- 
urer, controller, office manager and 
bookkeeper should have one. Send for 
your free copy today. 
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Parsons Paper CoMPANyY 

Dept. 4S 

HoLyoke, MASSACHUSETTS 

Please mail me, without cost or obligation, your 

new booklet on records systems and retention and getting the right 
paper or card for various kinds of records. It's called “How to Get 
What You Need in Record Keeping Papers and Index Cards.” 


Name 

(PLEASE PRINT) 
Organization or 
Company 


Street 
City or 


Town State 


115 





"EAZY-READ" 
MULTIPLE FORMS 


Another QUALITY development by 
American Lithofold. Combines our ex- 
clusive ‘‘407” bond with special carbon 
paper. Proved easier 
to read than old style 
forms... right down 
to the very last copy. 


UP TO 20 COPIES ON 
ELECTRIC TYPEWRITERS 


FREE samples sent 
on request 


AMERICAN LITHOFOLD 
CGerporation 
500 BITTNER ST. 


This is wonderful ! 


A simple, yet efficient key control system. 


Write for free catalog 0-13 
P. O. Moore, Inc. 
300 4th Avenue, New York 10, N. Y. 


TELKEE 
Moore Key. Control 


Key Cabinets. System Parts & Mlustrated Instructions 
FOR FILING AND CONTROLLING KEYS 


ST. LOUIS 15, MO. ? 


| ly pay periods for workers with from 


none to nine exemptions. An explanatory 
text tells the advantages of using com- 
bined deductions, illustrates payroll and 
bookkeeping charges and entries, shows 
method of with- 
a simple method of com- 


percentage computing 
holding tax, 
puting withholding for 10 or more ex- 
emptions, and other useful information. 
The book is $1 


from above address. 


MOVABLE PARTITIONS 


G R Products, Ine., 140 Federal Square 
Bldg., Grand Rapids, Mich., announces a 
floating 
improvements in movable Soundex Par- 
titions. The baffle of the core 
is separated from any solid portion of 
the partition frame by floating the fiber- 
ous center bafile in acoustical spun glass. 


acoustical core as one of the 


sound 


include 


glass 


Other changes aluminum cap 
plate for extra protection and 
beveled frames for greater eye appeal. 
Soundex partitions can be easily installed 
by office personnel and moved and re- 

Partitions are de- 
office space-division 
plus sound-control and are available in 
heights from 42” to ceiling-high, in 
a variety of finishes. Full information 
from above address. 


arranged as desired. 


signed to provide 
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WORLD FAMOUS PENS AND PENCILS 


New Snorkel Pen 
ends dumk filling 


a year...return 120% annually on our investment!” 


W. A. SHEAFFER PEN CO., Fort Madison, lowa 


“We purchased our first Nationals 27 years ago and have 
expanded their use as new models were developed. 
“We now use National Accounting Machines for Ac- 
counts Receivable, Accounts Payable, Payroll, Labor 
Distribution, and General Ledger Posting, as well as a 
variety of accounting reports. 

“We estimate that our Nationals (which cost $44,000) 
save us $54,000 a year. Thus savings repay the entire 
cost every 10 months—an 

annual return of 120% 


on our investment.” “ hal teas 
Vice President & Treasurer 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 


949 OFFICES IN 94 COUNTRIES 
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In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show you how. 








Comptometer 


THE EXECUTIVE SAYS: 


the finestnome you oontalk te 


Uyl AQ OF... 


The LIFETIME GUARANTEE on every Comptometer 
Mylar recording belt. Your first cost is your last, because 
it’s practically indestructible, impervious to heat, cold, 
moisture 


ERROR-FREE DICTATION makes every dictated letter, 
letter perfect. Instead of adding correction instructions to 
your secretary you electronically erase any errors right 
within the dictated message. 


HIGH FIDELITY RECORDING reproduces your actual 
true voice instead of high pitched whines or garbled tones. 


DICTATION MACHINES 


Yaa 
ay 


A 


The voice your secretary hears is authentically yours, so 
familiar it makes transcription quick and easy. 
COST-FREE DICTATION with Comptometer’s Erase-O 
Matic belts that are used again and again, 1000 times or 
more, eliminating the need for expensive “one-time” 
discs, cylinders or records 

TRUE PORTABILITY a boon to small offices, an extra 
convenience to large —the perfect business companion to 
the traveling man who can either mail belts to his home 
office or have dictation transcribed on-the-spot by any 
public typist, using his own portable Comptometer. 





MR. EXECUTIVE: 


If you are in need of America’s finest high fidelity low cost dictation- 
transcription machine that brings you new economy, write today, 


without obligation, to 

COMPTOMETER Dictation Division 

Felt & Tarrant Mfg. Co., 1715 N. Paulina St., Chicago 22, Ill 
FREE 7-DAY OFFICE TRIAL 


DICTATION MACHINE 
NAME. 
TITLE 
COMPANY 
ADDRESS 
cITY— 


COUNTY STATE 


eee 


FREE DEMONSTRATION 
COMPLETE INFORMATION ON THE NEW COMPTOMETER 


COMPTOMETER DICTATION- 
TRANSCRIPTION MACHINES, 
@ product of Felt & Torrant 
Mfg. Co., makers of world 
famous COMPTOMETER Add- 
ing-Calculating Machines, 
since 1886. Manufactured in 
Algonquin, Illinois. General 
Offices, 1735 N. Paulina, Chi- 
cago 22, lilinois. 
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® 
Comptometer 


DICTATION MACHINES 


THE DEALER SAYS: 


the finest nome you conctalk about, | 


MALT yy FP 


OCNUAR... 


IT'S AMERICA'S MOST WANTED DICTATION 
MACHINE with such exclusive features Lifetime 
Guaranteed Recording Belts, High Fidelity Dictation and 
Transcription, Re-usable Mylar Magnetic Belts that elim- 
inate costly belt buying, and Error-Free Dictation that 
adds up to a truly different sales story that brings quick 
results. 


PROTECTED FRANCHISED TERRITORIES that present 
a profitable potential market for your lifelong business 


career. . . territories that are ready for this truly different 
dictation machine 


as 


OPPORTUNITY TO GROW with America’s newest 
dictation machine that promises rich rewards to qualified 
and ambitious dealers backed by America’s most trusted 
name in office machines, Comptometer. 

POWERFUL DEALER AIDS in the form of Catalog 
Sheets, Folders, Demonstration Programs and Devices, 
Dealer Ad Mats and Tested Presentation Kit that brings 
quick and profitable results. 

NATIONAL ADVERTISING in leading national con- 
sumer and business magazines that bring high quality 


inquiries from executives in every industry — inquiries 
that close into quick profitable sales. 





COMPTOMETER DICTATION. 
TRANSCRIPTION MACHINES, 
@ product of Felt & Tarrant 
Mfg. Co., makers of world 
famous COMPTOMETER Add- 
ing-Calculating Machines, 
since 1886. Manufactured in 
Algonquin, Illinois. General 
Offices, 1735 N. Paulina, Chi- 


cago 22, Illinois. @T.M. Reg. 
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MR, DEALER: 


Some territories are still Available . . 

If you are a qualified dealer searching for a profitable a maemage 
to grow as you build your own security, write us in con 

your own letterhead for complete details, or fill in coupon below 


COMPTOMETER Dictation Division 
Felt & Tarrant Mfg. Co., 1715 N. Paulina St., Chicago 22, Il 


ence on 


Name 

Title 

Company 
Address 


City County 





"'Custom-Planned 
by General’’ 


j 


= = - 
a 
‘cn*. > a 
Aan Fi 
Wa uy 
sf 


- -~ 
“Co 

——s 
— 


ea 


“ a 


Const esa ie atl AE AO AO A al age 


The 100% answer for your truly distinctive 


FINE OFFICES 


Let us help you by executing the entire planning and furnishing 
of your fine “custom-planned” offices. Our trained experts will 
work out all the decoration and design—plus all the furniture 
for a truly distinctive layout that is sensibly efficient. Our 
specialty is to provide the unusual in furniture, CUSTOM- 
MADE to your work needs. . . at practically-low costs. 


Your inquiries will receive our prompt attention. 


/\ Serving America’s largest on a national basis. 
ae | 
; 


4 a Office 








719 LIBERTY AVE. * PITTSBURGH 22, PA. * ATlantic 1-2277 
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NATIONAL LITHO & Designers of 
rund =. (UB sie: 
Geveland 12, Ohie Carbon-interieaved ~< D 
Business Forms 
WELPTHS 1 . } 


FLOW CHART TEMPLATE all sizes of offset presses. Tri-Mol covers 


me ° . : ‘ are made of Molleton fabric woven in 
National Litho Forms Co., 18423 Eu- . : ‘ ee 
; : France from longer, finer Egyptian pima 
celid Ave., Cleveland 12, Ohio, offers sys- ‘ psi “fy 
- cotton yarns. They have a Hidden Res- 
tems and procedures people, tabulating ay : 
ti : ervoir and the three-ply construction re- 
supervisors, forms designers and dealers, 4 A etal 
; sexe sults in more body, a tighter weave and 
a handy plastic rule containing templates 
for drawing flow chart symbols. In addi- (tert , , 
6 ta Ca a aa) 
tion, the rule contains an inch scale in TEN UR one WP IZ) 
sixteenths, also in tenths and twelfths SS Milne lla a th Ma ah 
angentens Prmelvntsernet _ Sas et Tay are Pela 
for measuring pica and elite typewritet 
spacing. Write above address for this 
free rule-template. 








tighter nap. The center ply ends com- 
mon dampener troubles. The reservoir 
anchors the outer plies to prevent stretch- 
ing, with more threads to the square 
OFFSET COVERS oe thes: 
inch, and the outer Molleton is kept 
Roll-O-Graphie Corp., 133 Prince St., softer for a longer period. The covers 
New York 12, N. Y., are exclusive dis- retain their outside diameter to hold 
tributors of Tri-Mol dampener covers for dampener setting longer, prevent bagging 


ad 





eto Whi Choors | 


e ¢ ¢ THE RACK THAT USES 
WASTED WALL SPACE 





Take papers off your crowded desk—and put them in 
this ingenious Wall Rack—within easy reach of all. 
Use in any office to hold books or papers frequently 
referred to. Identification labels can be put on bows. 
Invaluable in Mailing Room for assembling Incoming, 
Outgoing or Inter-Office mail. Also ideal to display 
merchandise, or advertising literature. 

All aluminum, Evans WALL RACK fastens securely to 
an otherwise unused wall. Light weight, yet durable, 
holds over 40 Ibs. Comes complete with double hang- 
ing frame and drive nails. 


6-Section size 

12-Section size WALL-RACK 
@ Made by Makers of the Famous Evans 

GATHERING RACKS eae 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 
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NOW! 


Quickly, Easily, Effectively Destroy confi- 
dentral Papers, records in your own office! 


NEW Banta mm 10 


portable shredding ana designed especially 
for office use! Quiet, compact, streamlined! 
Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all dusinesses - large or smail. 


YOUR PAPERS 
GO IN HERE 


( UNREADABLE 
SHREDS COME 
OUT HERE 


SHREDMASTER 
a cofirata vt 
A Division of Self Winding Clock Company, Inc. 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 


, ie 





| or pressure 


bulging, and more 


Additional 


address, 


provide 


uniform water distribution. 


information from above 


TIME RECORDER 


A. D. Joslin Mtg. Co., 
makes the 


Mich., 


which 


a¢ . 
Mailistee 


Eclipse Time 


Stamp 


prints exact time, date and other spe cial 


copy as desired by the user. The 


heel pse 


has a high grade 40-hour jewelled bal 


ance lever movement with easy visible 


setting of date wheels. A patented uni 


versal joint absorbs 


Springs lift 


all stamping shock. 
recording indicators free of 
pad when not in use. This firm, which 
continuously manufacturing 
1910 fully 
which can be had in stem 
Illustrated litera 
address, 


has been 
time stamps since 
the Eclipse 


set or key set models. 


guarantees 


ture from above 


OPERATING AND MAINTENANCE 


Johns ye ill 10th St., New 
York 16, N. a new edition 
of ‘‘ Good tinted Practices’ 
trated brochu 


suggestions for csedmideinie 


» 22 East 
, has issued 
’, an illus 
12-page containing 101 
buildings 
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. l This newest development in photocopy machines, now available in one 
SLIM PLE—compact unit, 15''x2434"' overall, with only one knob to turn, can be 
operated easily by any girl in your office. 


hand some—G'ossy black with white trim — looks well anywhere. 


No matter how fine the detail, or what the colors, if you can see it in the 
accurate—original you will see it in the photocopy. 


. Produces exact, letter-perfect copies up to 14'' wide—whether the original 
versatile—i; single or double sided, opaque or translucent, white or colored. 
Photorapid's legally accepted copies are ready for instant use, eliminating 
costly tyoing, hand copying and checking — or costly outside copying. 
With Photorapid you can make single side copies, double side (to reduce 
filing space), transparent copies for use as masters with diazo or blue- 
prints, tissue copies for air mail — all at an unbelievably low cost. Also 
two-part models for copying from books without removing or injuring 
pages. 


fast In seconds your finished, perfect copy is ready. 


Closed tight when not in use. 


unique advantages—non-meta lic construction prevents corrosion. 





OFFSET USERS! 
Photorapid Transparencies make ideal masters for use 
with the new positive-working aluminum presensitized 
plates. From original to offset press in 6 minutes or less. 

Write for details. 


€ ye Dept. O-12, 105 Chambers St., New York 7, N. Y. BArclay 7-4150 
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SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet SPOT 
“How to save with SPOT 


56 LAFAYETTE STREET, NEW YORK 13, N. Y. 


Send samples of SPOT CARB forms and 
free booklet “How to save with SPOT 
CARB" 


| seribed. 


| and equipment. It contains the latest 


recommendations for getting the best 


| service out of insulations, packings, re- 


fractory products, roofings and friction 


| materials. A copy is free from above 


address. 


CHAIRS, STOOLS, STANDS 


Maso Steel Products, 53 Jackson Blvd., 
Chicago 4, Ill., have issued three 1955 
catalogs showing their complete line of 
chairs and stools and the De Luxe and 


| the Standard Office Machine Stands and 
| other office equipment. The Chair Cata- 


log illustrates and describes Maso’s com- 
plete line of 23 chairs and stools, and 
the three distinct lines of chairs carried: 


4 


vA 
ye ie 
Zi ras / 


f 
f 


the Five Thousand Line for those who 
want the finest; the Three Thousand 
Line featuring saddle shaped seats for 
those who want the latest in style and 
design and, the One Thousand Line for 
those who want looks, styling, comfort 
and long wear at a moderate price. Pages 
are in three colors, profusely illustrated. 


| The Business Machine Stand Catalog is 


in black-and-white and features Maso’s 


| Power Foot Pedal for easy raising and 


lowering of the elevator device. All 12 
De Luxe Stands are illustrated and de- 
The Standard Catalog is pro- 
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THIS NEW POWERFUL DUPLICATOR WILL CHANGE 
ALL YOUR OLD IDEAS ABOUT STENCIL DUPLICATING 


If you entertain the old-fashioned idea that stencil duplicating is a messy, ‘last-ditch’ method of getting your 
message on paper, you have a pleasant surprise in store when you learn about the new GESTETNER. This new, 
scientific method of duplicating yields a sharp, clear, print-like quality which will permit you to do a greater 
portion of your forms, inter-office stationery and bulletins, and even your literature, all in your own office. Your 
most fastidious office-girl will enjoy running the quiet, automatic, clean GESTETNER Duplicator. 


| Dual Cylin 
aipheink-use “Automatic yom 
gens Shut-Off Counter Yields attractive 
Stops printing when the gon 


tt >" 
Loading 


No cans. No brushes, 
no leakages. 





Variable Speed Control 


Simply set the dial 
to suit the Job ‘Density’ 


Instant Color Changes 


Seconds to change colors. 
‘No muss .. . no fuss’ 


Galler DUPLICATOR CORP. 


50 McLEAN AVENUE, YONKERS 5, NEW YORK 
Please send me booklet No, 50. 


ADORESS...... 


iy ae i CA épa DUE ne ys cbc ees 
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How XEROGRAPHY «=~ 


cuts duplicating costs $100,000 a year 
for U.S. Navy... 


SPEEDS PAPERWORK 


Bureau of Ships instruction books 
produced in less time at lower costs 
with XeroX® copying equipment... 


The U.S. Navy XFV-1 is one of the 
world’s most versatile aircraft. De- 
signed for vertical take-off, it combines 
the features of the helicopter, jet and 
propeller types. 

Xerography is the world’s most ver- 
satile copying process. It does in three minutes what . 
iateuute teased hours. It helps speed the production Write for complete re- 
of Bureau of Ships Instruction Books for the U.S. Navy _ port ‘*Xerography Speeds 
in the Fourth Naval District Publications and Printing the Job for the U.S. 
Office. re f of 

A report for a 31-month period indicates a saving of yy Se eer a eer 
over $100,000 a year, using xerography instead of the formance folders showing 
former slower and costlier method. how xerography is cutting 

Xerography is used by companies of all kinds, large 
and small, in thousands of applications. Anything writ- 
ten, typed, printed or drawn can be copied onto paper — panies of all kinds. 
masters by xerography. 


U.S. Navy XFV-1 Official U.S. Navy Photograph 


duplicating costs for com- 


THE HALOID COMPANY 


54-12X HALOID STREET ¢ ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for duplicating 
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illustrated with details and de 
Maso’s 
stands and other office equipment. Copies 


may be from 


fusely 
scriptions of standard line of 


obtained above address. 


CARBON PAPER 


Kee Lox Mfg. Co., Rochester 1, N. Y., 
makes Grip-N-Pull Carbon Paper packed 
in their Because of its 
clean edge, carbon can be handled all 
day without touching the carbonized part 
of the sheet. Aligning or 
with 
as the sheets are collated in the cover 
of the box. Also, the 


Economizer box. 


jogging earbon 


copy paper is done automatically 


carbon paper is 


~ 


SS 


automatically rotated from top to bottom 
for uniformity of copy and longer 
A die-cut 
cates the 
when 


wear. 
area on the clean indi 
space left to the bottom of the 
typing. When not in 
carbon is protected and instantly 
able. Grip-N-Pull Carbon Paper produces 
long wearing. An 
describing the method 


edge 
sheet use, 


avail 


clean copies and is 
illustrated folder 
of using this patented box and carbon 
is free from above address, 


ACCOUNTANTS’ 


, 


CATALOG 


Accountants’ Supply House, 
St., New York 13, N. Y., 
an illustrated : 
office 
ment, 


305 Canal 
has published 
S2-page catalog of yveneral 
and stationery supplies and equip 

together 


postal information. 


with up-to-the-minute 


A convenient 


alpha 


THe Orrice—December, 1954 


for type that 
sparkles like 


GUM HET 


Cleans type CLEANER! Handy dauber whisks away 
dirt and goo in seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smart new orange-and-blue carton on 
your decler’s shelves. 


CONTAINS NO CARBON-TETRACHLORIDE 


60¢ at all stationers and typewriter dealers 


EW! oie 


1250*-1300-2066 
Multilith 
Outlast many rubber feed rolls. 
Excellent register on any stock. 


Once installed no further adjustment needed 
regardless of weight or finish of stock. No 
——s on ends, causing paper to feed 
crooked into grippers. Less tendency to pick 
ink and offset work and turn jobs. Machined 
to close tolerance that never changes with 
stoiage in comparison to shrinkage and ex 
pansion of rubber. Press tested for past year 
End your feed roll troubles . . . 
Write for Details! 10 Days FREE TRIAL 
* Specify if your machine has 1 or 
3 feeler fingers for sheet trip. 


ALLIED LITHO SUPPLY CO. 


212 Mission St., San Francisco 5, Calif. 

















FOR HUNDREDS OF PERFECT COPIES .. . 
Hever CONQUEROR 


SPIRIT Sen. 
DUPLICATOR Sy 


Write for information: 
The HEYER Corp., 1821 8. Kostner, Chicago 23, III. 











' * 
“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 
EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS % 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 
ABLE FOR !/,"' 
5/16 & %" HOLES. 
EXPANSION UP TO 
7/2 INCHES 
Prices with full details on request. 


W. R. KLINE CO. 


1062 Stuyvesant Avenue Irvington 11, N. J. 


ROBOTYPER & 


CONNECTED TO ANY 
ELECTRIC TYPEWRITER 


produces individually 
typed letters auto- 
matically. 


Write for information. 


Some areas open for 
representation. 
ROBOTYPER 

125 E. Allen Street 


CORPORATION 
Hendersonville, N. C. 


PLYMOUTH 


Rubber 
Bands 


OUTSTRETCH 
OUTLAST 
ALL OTHERS 


PLYMOUTH RUBBER 
COMPANY Inac., 
Centon, Mess. 





refer to 
which are 
These range from 
office which is 


some 20 


makes it 
classifications 


betical index 
the various 
listed and described. 
a complete ‘‘all-in-one’’ 


easy to 


housed in a single cabinet to 
kinds of sheets. A 
and forms which help make the 


ledger variety of 
items 
accountant’s work simpler and quicker 
are alse covered. Copies of the catalog 
may be secured without cost by writing 
above letter 


head. 


address on your business 


BALLPOINT PEN 
Waveland 


[ll., announces 


Fisher Pen 


Chieago 13, 


Ave. 
a new pack 
age of 12 Ink-Pen-Cils for general use in 
offices, Ink-Pen 
Cils write as easily as a pencil, handle 
feel like a pencil. They will last 


a leng period, sharpening 


. wie 
Co., (os ’ 


factories, stores, ete, 
and 


save time, 


eliminate ink wells, inky 
fingers. The point is always sharp and 
ready for instant use for shorthand, 
memos, records, signing letters and for 
all kinds of office writing. Approved by 
bankers and lawyers for permanent 
records, documents and checks. Packed 
attractive two-color 


blotting and 


dozen in box. 
Catalog sheet and prices from above ad- 


dress. 


one 
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New Harris 3 in1 Solution obsoletes 





present way of making presensitized plates 


“Rub it on... wipe it off!” That’s all you 
do to process a Harris presensitized photo- 
offset plate. This amazing 3 in 7 Solution 
replaces (1) Desensitizer, (2) Lacquer, and 
(3) Gum. No wonder it cuts processing time 
in half and reduces the possibility of error. 
It’s the biggest advance in platemaking since 
presensitized plates were introduced. 


RUB IT ON...WIPE IT OFF 


First, expose a Harris plate in the conven- 
tional manner. ‘Then pour a small amount of 
new 3 in 7 Solution on the plate. Using a 
sponge dampened in water, rub the entire 
surface of the plate thoroughly so that the 
non-printing areas are completely desensi- 
tized and the image area is completely 
developed. Now, wipe the plate dry. ‘That's 
all! Your plate is ready for the press. 

Be sure you benefit from the savings and 
convenience offered by this new Harris 3 in 
7 Solution. Look how economical it is: 

1 pint (12 per case) $ 2.50 each 
1 quart (12 per case) 4.25 each 
1 gallon (12 per case) 15.00 each 


(Prices slightly higher in Canada) 
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Why not order your first Harris 3 in 7 
Solution from your nearest Harris dealer 
today? Or, mail the coupon for additional 
information. 


Dealer Inquiries Sclicited 


HARRIS-SEYBOLD COMPANY 


. . . . 
Harris Division e Seybold Division e¢ Chemical Division 
Special Products Division e C. B. Cottrell & Sons Company 


Macey Company e Harris - Seybold (Canada), Limited 


SOCCER OSE ESE EEOE EOE SEEE SESE ETESESEEEOEEEEEEEEEEETHSEEEEOOES 
. 


Harris-Seybold Company, Chemical Division, Dept. M 
5308 Blanche Ave., Cleveland 27, Ohio 

Please send me complete details about the new 
Harris 3 in 1 Solution and about Harris presensitized 
plates. Also, send me the name of my nearest 
dealer. 

MR. 


COMPANY 
STREET 


CITY ZONE STATE 


Perri 
SSOCSSHSSHEHSSESESOHSOSESESEEEEEESEES 


FOCEO HORE EOEEEEOEE EEO EEEEEEOOEEEOEEEEESESESEEESSEEEEEEEOD 

















J 


A stable typing platform lessens fatigue. 
This meons fewer errors, better typing 
clignment; and both the machine and 
the desk last longer. 


Check these features: 


® Automatic self-locking mechanism, no 
jammin 

« Adjustable to any height from 17" to 
31" 

@ Positive support of over 200 Ibs., no 
slipping 

@ All metal construction, smooth no-snag 
finish 
Instantly installed or released. 
Telescopes to fit any desk drawer. 
Will rot mar desk or floor. 


Pays for itself in a day by reducing typing 
errors, erasing and retyping 


Order today and let your typists decide 


if it isn't just what they need to produce 
better looking, more accurate typing. 


FOB Los Angeles 


D 1. ra 
Pies NC * G95 


CORPORATION 


2339 Cotner Ave., Los Angeles 64, Calif. 
Dealer Inquiries Invited 





RECORDS MANUAL 


Dolin Metz] Products, Ine., 315 Lex 
|ington Ave., Brooklyn 16, N. Y., offers 
| a ‘*Manual of Records Management,’’ 


written for them by Herman Limberg, 


well known management consultant. This 


| sé i) 


factual how-to should prove helpful 
to those faced with the problems of in 
stituting and maintaining a program of 
efficient record keeping. Requests for 
copies should be made on company letter 


head to above address. 


INTER-COM 
David sogen Co.. Dept. HL, 29 Ninth 
Ave., New York 14, N. Y., makes the 
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It’s no “TAXING” work 





to Duplicate these forms 


when you use 
NATIONAL’S 
TRANSLUCENT! 








Here’s the quick, easy way to make duplicate 
copies of Federal Tax Forms 1040, 1120 and 
1065. Approved for use by the Internal Revenue 
Service, National translucent sheets eliminate 
costly hand copying, errors and proofreading. 
Lead pencil, ink, typewritten work all repro- 
duce clearly by any direct print process such as 
Ozalid or Bruning Copyflex. 


Other error-preventing, time-saving National 
translucent forms include: INVENTORY — ORDER 
and INVOICE — COMPARATIVE SALES RECORD — 
INTEROFFICE MEMORANDUM — U. S. OUTLINE 
MAP — 8 x 8 INCH QUAD — FORM LAYOUT 
SHEETS (PICA Or ELITE SPACING). 

Get your copy of a kit containing samples 
and prices of these helpful forms. See your 
National Stationer or write us direct. 


NATIONAL BLANK BOOK COMPANY 


Holyoke, Mass. « New York * Chicago San Francisco « Atlanta « Dallas 
Boston « Los Angeles « Export Dept., 341 E. 44th St., N. Y. 
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with 
remote sta 
tions, or six master stations. Model 600 
has volume press-to-talk bar 
and seven position selector switch. Mas 
ter can call a single station or all other 
stations. Remote 
calls and, during conversation, remote 
need not operate any controls. The 
Challenger 200 is a 
tion system: one master and one remote 


Challenger inter-com for 


one master and up to five 


systems 


control, 


stations can initiate 


complete two-sta- 
which anyone can install and plug into 
any AC or DC outlet. 
from above address, 


Free literature 


“letters 
look better 
on 


TYING MACHINE 


B. H. Bunn Co., Dept. O-12, 7605 Vin- 
cennes Ave., Chicago 20, Ll., makes the 
3unn Tying Machine designed primarily 
for mailroom operations. It ties an aver- 
age bundle or unit in 144 seconds which 
is as much as ten times faster than hand 
The 


justs to any size envelope and/or quan- 


tying. machine automatically ad 


tity per bundle, making it possible to 
shift from job to job without loss of 


time. Uniform, proper tension, the exact 


WESTON BOND” 


Typing goes faster, letters look cleaner, neater, 
more impressive when your letterhead is on new, 
brighter, whiter Weston Bond. Your printer 

will approve and gladly use this economical rag 
content paper made better by Weston. 

Write for sample book. Address Dept. OF. 


BYRON WESTON COMPANY, DALTON, MASSACHUSETTS 
Makers of Papers for Business Records since 1863 
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amount of twine and a secure, non-slip 
knot are assured on every unit regardless 
of the size of material being tied. The 
Sunn knot and tie are approved 
Always the same, the 


exclusive 


by the post office. 
unique knot uses less twine than hand- 
tied knots and discourages tampering, 
cannot be duplicated by 


hand. 


since it 


Free wheeling casters permit fast, easy 
moving from one location to another 
which adds to the flexibility and adapta 
bility of Bunn Tying Machines to prac- 
tically any mailroom operation. Bunn 
Machines are available in a wide range 
of models and sizes. Literature and fur- 
ther information from above address. 


SPRING GRIP 
Wilhelm Dreusicke & Co., K.G., Luet- 
zowstr. 3, Berlin W35, Germany, has de- 
ao 


“a 
veloped and are marketing a little unit 
they call the Spring Grip that many 





i ot 
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PAPER 
COSTS 


The new Weber Tab-On Stencil is prepored 
automatically with the typing of the in- 
voice or bill of lading 


With the Weber Tob-On Stencil and hand 
printers you con oddress lobels, tags of 
conteiners at @ rote of 50 per minute 


Yes, here’s a fasrer, more economical way to address 
containers for shipment with the amazing new Weber 
Tab-On stencils. Eliminates delay . . . when shipping 
paper work is made out stencil isautomatically prepared 
in same typing. Then just clip stencil to Weber hand 
printer and you're ready to address labels, tags or con- 
tainers .. . addresses 50 per minute . . 7500 without 
re-inking. Saves typing time, eliminates errors. It’s low 
cost, too... less than 2c to prepare a stencil including 
labor and material. 


Td anothsériansiides 
d for 
on 
iled Information 
oe Weber Tob- On-Stencil 














WEBER LABEL AND MARKING SYSTEMS, 
Dept. 0-12, Mt. Prospect, Ili. 
Div. of Weber Addressing Machine Co. 





PINK PLASTIC 
PUTTY... 


that pulls the dirt out of type- 
writer type rother than washing 
it into the machine 


Flatten the putty 
by pressing very 


Press it on all of 
the type. Do not 
rub 


Fold the putty 
upward to origi- 
nal pyramid shape 
S ¥ 
NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to cause headaches 
or colds. 
To moke neot erasures—just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erase ond there will be no smear. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
P2O7 WOR 404 
BALTIMORE 12,MARYLAND 


| office machine mechanics will find helpful. 
The 


both to release 
and to attach coil springs instantly in 


all types of office machines and has been 


device is designed 


made to reach many ordinarily inacces 


sible spots, 
LECTERNS 


1283 N. 
Lecterns, in 


Kell-Mor 
Rockford, 
and table 
wood in 
101 is 48” 
deep. It 


Main, 
floor 
hard- 
mode] 


214" 


Lectern Co., 


Lil., 


models, 


makes 
grain 


floor 


of finest 
The 


wide 


walnut finish. 
high, 24%” 


handy shelf for water 


and 


has a 


and other 
There is a shaded light above the lectern 
top. The table model 102 is 19” high, 
21%” wide and 21” deep with shaded 
lamp over the lectern top. Top of each 
holds speaker’s papers at 
reading angle. Illustrated literature 
from above address. 


pitcher, glasses equipment. 


model easy 


REPRODUCING LISTS 

Aeme Visible Reeords, Ine., 
Va., Acme Photo Panels 
make it easy to prepare lists of prices, 


Crozet, 
makes which 
parts, personnel, catalogs and directories 
for reproduction by offset and photo 
graphic processes. Ideal for lists which 


must be distributed in quantities and 
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Regna can print double cash receipts 
(one for store, one for customer). 


THe Orrice 


December, 1954 





anew concept of 
cash register design 


If there is one cash register which fully meets the performance and 
budget needs ot all small and medium size retailers—surely it is 

the magnificent new Regna DeLuxe! A cash register .. . an adding 
machine ... a bookkeeping machine— it is ideally suited for the 
multiple functions of cash protection, cash-credit control and general 
figurework. Sturdy, precision-built, soft-spoken . . . virtually 
maintenance-free! And note the Regna’s trim, rounded styling: 

so elegant, compact, unobtrusive. Yet for all this versatility and beauty, 
the Regna is low-priced, within easy reach of the smallest storekeeper! 
New manual or electric models with through-colored Carbamide 

cases in green, ivory and maroon, 


Visible item indicatiap shows clerk New square-shaped “sculptured” keys 
and customer individual items, total. are far easier and faster to operate. 


A complete stock of Regna parts is located in 
service centers throughout the U. 8S. 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 
Gentlemen: 


Please send details and prices on the Regna Deluxe Cash Register 
plus information about becoming a Regna dealer. 


COMPO ncccorcsccsconesecccsscossssoosecessoos sonecsesnsbanvannsenasnonaneeseees 
City Zone. State.. 

















New 


o-it- yourself’ 


PLASTICO BINDINGS 


Many firms have asked us if it is pos- 
sible to do plastic binding without ma- 
chinery or equipment. The answer is 
“ves, you can ‘do-it- yourself’?” . . 
if the jobs are limited to sma} 
quantities. 

“Plastico” Binding licensees can show 
you how to insert “Plastico” binders 
by hand into “Plastico” punched body 
pages and covers without equipment... 
as illustrated above. 


The punching of the blank or printed 


body pages and covers requires the 
skill and experience of trained punch- 
ing machine operators, and should be 
performed by “Plastico” licthsees who 
have the specialized power punching 
machines and punching dies for pre- 
cision punching. “Plastico” Binding 
licensees can supply you with the gen- 
uine “Plastico” Binders in correct 
sizes. 

Write for the names and addresses of 


the “Plastico” Binding licensees con- 
veniently located near you. 


PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 


732 Sherman Street 
Chicago 5, Ill. 


15 West 24th Street 
New York 10, N. Y. 











PAYROLL RECORD STORAGE 


Posting Equipment Corp., 1026 Niagara 
St., Buffalo 13, N. Y., makes a portable 
payroll box for safekeeping payroll ree- 
ords. Sturdily constructed of metal, the 
unit is light in weight, yet rugged enough 





require frequent changes. Panels come 
in various sizes, with runways to accom 
modate from one to four columns of 
ecards. Descriptive, illustrated literature 
and samples of lists, catalogs, ete., which 
have been reproduced from Photo Panels 
are available free from above address, 


Al eon Wheth olooking into... 
«WORDEN of HOLLAND * 





Modern styling 

featuring the Over- 

hanging top has 

successfully proven 

to be one of the 

most popular de- 

signs in the 

eee line. 

Write for catalog iil i 
or additional ; ae oo 
information. . 








io WORDEN Yay 


Of, HOLLAND. MICHIGAN 
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to protect records from 
or frequent transfer. Two standard sizes 
are available but boxes can be furnished 
to customer specifications in other sizes. 
Standard boxes will accommodate 
sizes up to 9” x 11” and 12” x 12”. 
are finished in gray with smooth, 
corners and to 
of clothing marring of 
plete 


rough handling 


sheet 
Units 
rounded 
scams prevent snagging 


desks. 


abpove 


and Com 


information from address. 


TABULATING GUIDES 
G. J. 426 


Chicago 7, makes a 


S. Clinton 
line of 
the hard 


Soth vertical 


Aigner Co., 
IIL, 
designed for 
ot tabulating systems. 
horizontal are 
special made-to-order 

claimed include longer wear, 
ration, and 
titles; no cracking, 
of the plastic tabs; 
available, 


St., 
Guides, 
especially usage 
and 
the 


Advantages 


Guides included in 
tabs. 
easier prepa- 
of the 
or peeling 
two types of inserts 
machine spaced or pin-feed 
control punched inserts; and elimination 


4. FEDERAL - 


insertion removal 


tearing 


FEDERAL - FEDERAL 


OS, 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 






































EE | 
of 
easier handling. 
typewriter spaced 
titles. There 

guide which act 
eliminate 

Aico Guides are 


and statie difficulties for 
Inserts are 


compression 
machine and 
typing of 
holes the 
breakers 
These 
gray 
in a 


easier 
threé 


as compression 


for 
are in 
attraction. 

available in 25 pt. 
18 pt. bristol board 
variety of popular sizes, tabs and cuts, 
and three sizes of insertable plastic tabs 
for 1 3 and 4, and 


FEDERAL - 


and static 


pressboard or 
and 2, 5 and 6 line 


FEDERAL - FEDERAL - 


qwusaas 


1Wu3jd3d 


“//e FEDERAL CASH REGISTER CO. 


DEPT. 


MANUFACTURERS OF DURALUMINUM 


HOLDERS .. 


MANY 
STYLES 


FOR 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


18 P.O. BOX 2265 KANSAS CITY, MO. 


NEW, IMPROVED 


FULLY 
GUARANTEED! 


Fo AY O-matic 


PRINT 0. MATIC (0. a 
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in America’s Finest Business Machines 


McCASKEY-VICTOR 
CASH REGISTER 


ofters compact department key ar- 
rangement for added control benefits 


Saves endless hours of work. thanks to 
new keyboard designed for today’s 
needs. Four designating letter keys, 
meets sales and excise tax needs. charge. 
received on account, paid out amounts. 
and more... high-efficiency adding ma- 


chine as well. 
Model X-61 


VICTOR SELECT-O-MATIC 
ADDING MACHINE gives you 


totals, subtotals automatically 


Great new Victor Select-O-Matic adding 
machine offers new ease. new speed of 
operation. Take both totals and sub- 
totals from add bar automatically. or 
use regular dual total key. or inter- 
change both methods. Quiet operation 
and True-Touch keys. Ten-key or full 


Medel 70-85-54 Keyboard. 


VICTOR EXECUTIVE MODEL 


features direct subtraction and 
automatic credit balance 


Gives full-duty service. Full flexible 
keyboard. Adds, subtracts. lists, multi- 
plies. Automatic credit balance. The 
Victor Executive adding machine has 
total, subtotal, repeat, error and sub- 
tract keys. Electrically operated. 


Write today for free trial of any of these ‘ Model 6-83-54 
famous machines. Dealer franchises available. 


VICTOR ADDING MACHINE co. Chicago 18, Illinois 


In Canada, McCaskey Systems, Ltd., Galt, Ontario 


Manufacturers of Business Machines, Cash Registers, Business and Industrial 
Systems, Electronic Equipment, Electri-Cars 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
neds eng var 
tro asy to Move, 
Easy to Climb. 
Mounted en Swivel Brake 
Casters which allow the lad- 
der te be rolled freely when 
ne one is en it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the fleor and prevent rolling. 
Made in 7 heights—3 widths. 
for Crestor 53-0 ana 


“=. COTTERMAN, Mfr. 
4635 WN. Ravenswood Ave. 





a 40, ti. 








PRINTERS - — DEALERS — AGENTS 


Offer your customers the best in custom made 
carbon interleaved business forms and second 
sheets. Also W-2 Forms and Envelopes —- Bills of 
Lading — Purchase Orders — Voucher Checks — 
Repli Memos —- Salesmen's Contact Reports 
ready for imprinting. 


For complete information, write, wire, or phone 
139 Howell Street, Dallas. Phone Riverside 5816. 


ROGERSNAP 
BUSINESS FORMS 


MULTI-COUNTEB st mopeen 





Items sold, inven- 
tories, payroll — 
count anything In 
any business — ac- 
curately and fast. 
Anyone can count 
correctly with in- 
expensive Muiti- 
Counters which last 
for years. Write 
for literature and 
prices, 


Made with any 
number of counters 


MULTI-COUNTER MFG. CO. 
40| Broadway, New York 13, N. Y. 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, ILL 





titles. made-to-order 
also 
vidual 


ples, prices are 


TYPE CLEANER, HAND CLEANER 
ANTI-STATIC SPRAY 

American Stencil Mfg. Co., 2714 Wal- 
nut St., Denver 5, Colo., makes Jet 
Stream Type Cleaner which contains sili- 
fluid 
collection of ink 
The repelling 


Special, guides are 


designed and made to meet indi 


specifications. Literature, sam 


free from above address. 


, 


cones in the to help prevent the 
type. 


silicones 


and «dirt on the 


action of the 
makes cleanings and 


repeat quicker 


easier. The fluid combined with the pres- 
dirt from the 


metal and makes 


sure action cleans the 
smallest erevices in the 
the type shine. Along with the new Sure- 
Rite Jet Stream Type Cleaner, American 
Stencil market two other 


bomb Sure-Rite Jet 


will Aerosol 


products, Stream 


with 


remove 


Hand Cleaner, lanolin, 


designed to 


especially 
mimeograph and 
from the 
contains 


and 
Although it 
‘leansing agent, it 


hectograph inks, grease 


operator’s hands. 
a powerful has been 
prepared with beauticians’ specifications 
to keep the skin lovely and smooth. The 
third Aerosol bomb product is the new 
Sure-Rite Jet Stream Statice 


One quick spraying of this fluid 


Eliminator. 
over a 
duplicator or offset machine will prevent 
static for 
curate feeding, 


hundreds of allow ac- 
straight and 
prevent static from stopping the paper 
flow. Additional 


three Sure-Rite Jet Stream products can 


copies, 


jogging, 
information on the 
above address. 


be obtained from 
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TY REPORT “708 


: “design, tule, dnd type-compose masters for 


*eeeeee eeevese So cedeeOeiecs 


ari-Tuper sme. 
(0) ‘ 


RALPH C. COXHEAD CORPORATION 
720 FRELINGHUYSEN AVE. - NEWARK 5, W. J. 


Rules Forms 
and Leader Lines PLEASE SEND VARI-TYPER BOOKLET C.23 
and Composes Type 


in the Same Operation! 
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EWS 
of the 





Largest Systems Meeting 
The seventh an 
nual Systems & 
Procedures Assn. of 
America meeting in 
New York last Oc- 
tober attracted over 
1,000 registrants, its 
greatest success to 
date. Study groups 
and 
variety of systems 


seminars on a 
Dar E. Tisdale ’ 
subjeuts 
thusiastically attended, as were the illus- 
trated general sessions with addresses by 
top methods men and the first exhibit of 
manufacturers’ electronic equipment ever 
held at these The 1955 
meeting will be in Detroit, Sheraton 
Cadillac Hotel, Oct. 10-12. General 
chairman is Dar E. Tisdale; requests for 
information on the meeting and associa 
tion should be sent to him at Pioneer 
Specialty Co., 6357 Russell St., Detroit 
11, Mich. 


were ea- 


conferences. 


NABAC Officers 
Robert H. Shep 


ler, vice president 
and cashier, Denver 
National Bank, was 
elected president of 
the National Assn. 
of Bank Auditors 
and Controllers. 
Robert F. Goodwin, 
controller of the 
Wachovia Bank & 
Trust Co., Winston- 
Salem, N. C., was elected Ist vice presi- 
dent, and 2nd vice president is Edward 
F. James, assistant vice president and 


Robert H. Shepler 


142 


Office 





treasurer, Fidelity-Philadeiphia Trust Co. 
The new secretary is Steve H. Bomar, 
vice president and treasurer, Trust Com- 
pany of Georgia, Atlanta. Franklin D. 
Price, newly elected treasurer, is con 
troller of the First National Bank in 
Dallas. 


President of CPAs 


Maurice H. Stans, 
executive partver of 
Alexander Grant & 
Co., Chieago, was 
elected president of 
the American Insti- 
tute of Account- 
ants. Elected vice 
presidents were: Ira 
N. Frisbee, Beverly 
Hills, Calif.; Alvin 
R. Jennings, New 
York; Jcha C. Martin, Columbus, Ohio; 
and Virgil S. Tilly, Tulsa. William M. 
Black, New York, continues as treasurer. 


Maurice H. Stans 


Joint Computer Conference 


The Eastern Joint Computer Confer 


held at the 
Philadelphia, 


and 


ence and Exhibit will be 
3ellevue-Stratford Hotel, 
Dee. 8-10. A copy of the program 
registration data can be had from P, O. 
Box 7825, Philadelphia 1. 


Calif. Engineering Institute 

The 7th Annual Industrial Engineering 
Institute will be held in Los Angeles 
Jan. 28-29 and in Berkeley Jan. 31-Feb. 1. 
Program will fundamentals and 
new techniques of industrial engineering 


cover 
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LIMITED OFFER! Buy one of 
these new “Scotch” Brand 
Deluxe Desk Dispensers and 
twelve 1296-inch rolls of 4%” 
“Scotch” Cellophane Tape 
(new low prices on tape now in 
effect!). An additional Deluxe 
Desk Dispenser will be given 
you at no additional charge! 
Better grab this opportunity 
to equip every desk with these 
time-saving dispensers and 
ever-useful “Scotch”? Cello- 


phane Tape. Ask your supplier Reg. U.S. Pat. Off. 
for Deal “S”...but better 

hurry—offer is limited! 

NOTE—Jf you prefer tape in 


the 4," width, ask for Deal ‘‘R’’. re 


S two dispensers th . 
ricofnesvemen  ~— Cellophane Tape 
att at. 


Py os 
The term “Scotch” is the registered trademark of Minnesota Mining and Manufacturing aay 
Company, St. Paul 6, Minn. "te 
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Any Way 


my 
¥Y 
ame 
“IT’S FOR ALL 
FIGUREWORK”’ 

“Our Marchant eats up 
division and multiplication — 
automatically. It's an adding 
machine as well. And for 
repeat addition and 
subtraction, a Marchant 
calculator is the 
fastest ever.” 


“IT'S EASY TO OWN” 
We're getting a Marchant on 
the ‘pay-as-it-saves’ plan. Now there's 
no budget problem — for less than 
the regular rental rate we'll soon 
own our Marchant.” 


AMERICA’S FIRST 


The 
fully-automatic 
MARCHANT 
Figuremaster 


oth Ta 
j= 
vv 
i 
“IT'S SIMPLE TO USE”’ 
“If you can operate an adding 
machine you can run a Marchant. 
After less than an hour's instruction, 


| was turning out our figurework ina 
fraction of the time it used to take.” 


Call the MARCHANT 
MAN for a test run on 
your own work. 


Find out how a MARCHANT calculator will help cut your figure- 
work costs and lighten your figuring burden. Mail this coupon 








with your business letterhead for free... 
THIS Index to Modern Figuring by Marchant Methods 
COUPON Descriptive Literature on Marchant Calculators ao 


MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNI4 
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and management and recent practical ap 
plications of the fundamentals and new 
techniques to traditional and new areas. 
Special attention will be devoted to the 
problems of small business. The $20 fee 
includes two 
lunches and a copy of the proceedings. 
For information write Department of 
Conferences and Special Activities, Uni- 
versity Extension, Cali 
fornia, Los Angeles 24, or Berkeley 4, 
Calif. 


admission to all sessions, 


University of 


Environment Seminar 


Domore Chair Co. held a seminar on 
the theme, ‘“Improved Office 
ment Means Increased Profits,’’ 
Oct. 28. Moderator 
McClancy, general manager, 
Industries of Cleveland. Panel members 
included David A, Pritchard, General 
Kleetrie Co.; James A. Meacham, Sher 
win-Williams Co.; jen M. Kozman, 
Thompson Products, Inc.; Herbert A. 
Luce, Cleveland Electrie Illuminating 
Co.; Ben M. Hauserman, E. F. Hauser- 
man Co.; and J. T. Brown, Domore Seat- 


Environ 
in Cleve- 
land on was Ben 


Associated 


ing Service Corp. 


Herman Knauss, 
planning director, 
Mutual Life Insur- 
ance Co. of New 
York, vice president 
in charge of Ameri- 
can Management 
Association's office 
management _ divi- 
sion, with W. W. 
Smith and Byron F. 
Burch Jr. of the 
Major Appliance 
Div., General Elec- 
tric Co., Louisville, 
Ky., at the annual 
AMA office man- 
agement conference 
in New York. Messrs. 
Smith and Burch de- 
scribed their elec- 
tronic computer at 
the meeting. 
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Communication Course 

Executive Communication 
will be launched Jan. 24 by American 
Management Assn. in the Sheraton Astor 
Hotel, New York. The three-week pro- 
gram will be repeated throughout 1955, 
Details from AMA at 330 West 42nd St., 
New York 36. 


A Course in 


President of NRMC 
The election of 
Robert A. Shiff as 
president of WNa- 
Records Man- 


agement 


tional 
Couneil, 
Ine., was announced 
by Arthur H. Cole, 
chairman of the 
board. Mr. Shiff 
forme rly was exec 
utive director of 
NRMC, a non-profit 
organization devoted to the preservation 
of business records and the effective con- 
trol of all paperwork operations. The 
council’s research and educational activi- 
ties include co-sponsorship of an annual 
conference together with the New York 


Robert A. Shiff 





get 
that 
job 
done! 


manpower, 
ae 

Hmc. 
for temporary help! 


@ STENOS / OFFICE Prats 

@ TYPISTS / CALCULATING 
@ TELEPHONE ANSWERING 
@ DIRECT MAIL 

® MARKET SURVEYS 

e CAR UNLOADING 

® WAREHOUSING 


Use our employees in your office or ours 

. for 4 hours... aday...a week 
or longer. Our employees are tested, bond- 
ed ond fully insured. 


38 Branches Coast to Coast 


manpower, 


bd X 
nmnc. 
Nation's Largest Complete 


Business Service 


University Graduate School of Business 
Administration and a fellowship program 
that grants awards to students and prac- 
titioners of records management. Mr. 
Shiff is currently giving a course at New 
York University where he is Adjunct 
Professor of Records Management and 
Archives Administration. 


Navy Paperwork Exhibit 

The Navy Department’s paperwork 
management exhibit was shown to the 
public in New York last November. It 
was first displayed at the convention of 
the Systems & Procedures Assn. of 
America. Exhibit consisted of 16 8-ft. 
illuminated, three-dimensional 
panels illustrating what the Navy 
learned through research in the minimiz- 
ing of official paperwork. Milton Reitz 
feld, who conducted extensive research 
on dolJar and manhour saving techniques 
shown in the exhibit, was in charge of ° 
the display. He is director of the Third 
Naval District Records Management 
Office. 


square, 


Tax Conference in St. Louis 


A national conference on the signifi- 
cance of the new Internal Revenue Code 
will be held at the Hotel Statler, St. 
Louis, Dee. 10-11, by the American In 
stitute of Accountants. Leading the dis- 
cussions will be prominent certified pub- 
lie accountants, members of the insti 
tute’s federal tax committee which 
played an important part in framing the 
new tax law. The Missouri Society of 
CPAs will be host to the conference. 
Registration is $40. Details from Ameri- 
can Institute of Accountants, 270 Madi 
son Ave., New York 16. 


Win OMAC Scholarships 


The Office Management Assn. of Chi 
cago i:as announced its latest scholar 
ship winners. The membership business 
award was won by William G. Clark Jr., 
a Standard Oil Company accounting de 
partment clerk. Winner of the school 
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An office revolution- 
is going on. . . Letterex is 
winning over old-fashioned 


carbon paper every day 


Are you on the winning side? 


The LETTEREX CORPCRATION 
1640 Connecticut Avenue, Washington 9, 0.C 


WH LTAIALOLA | 
KLENZO 
ER A a ER 


newest aids to 
office efficiency 


Handsets, executive type 
pair-phone systems, multi- 
station intercoms (up to 12 
stations). 


WHEELER 


SOUND POWERED 


Electric 
TELEPHONES 


Save time, save steps. Re- 
lieve overloaded switch- 
boards. NO BATTERIES. 
No outside power. Easily 
installed. Write for full 
details. 


TJ¢éWHEELER 


INSULATED WIRE CO., INC. 

Division of The Sperry Corp. 

1106 Eas? Aurora Street 

Waterbury 20, Connecticut 
6wWHs4D 








af. ar 


At all Stationers or write on your letterhead for Free Sample 
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LECTERNS for Speakers 


DEALER INQUIRIES INVITED 
WRITE FOR FREE CATALOG 


KELL-MOR LECTERN CO. 


1283 N. Main Street . Rockford, Hil. 
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CLEANS... Typewriters, 
Billing M it Add. 4 g | 
Machines, Addressing Plates, | 
Marking Devices and many 
others... 
¢ Easy fo Use « No Mess 
No Uquids to Spill _. 





SPECIAL OFFERING 


on REBUILT & ROUGH 
OFFICE MACHINES 


Complete Selection of 


ADDERS, CALCULATORS, TYPE- 
WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


We offer fair prices, guaranteed 
rebuilding, prompt service to users 
and dealers the world over. 





Write Dept. W. 


Send for our 
special price 
list today. 





INTERNATIONAL OFFICE APPLIANCES, INC. 
| eee ee Anover 2-6700 
Coule “‘ADDBOOKAL' 


1°76 Rroadw 


NUMBERING | | 
MACHINE 


There's big de- 
mand for Force 
Columbia wherever 
large, readable 32” 
figures ore needed. | 
Write for price lists fi 
and catalog. 


FORCE 


OMPANY RPORATED 


PWM A. 


2IO NICHOLS AVENUE, BROOKLYN 8,WN.Y. 
SALES OFFICES NEW YORK, CHICAGO, SAN FRANCISCO, CANADA 





Save time! Cut 
Costs! Better Work! 
Try 10 days FREE! 


Runs full length 
solids without 
a break! 


Perfect distri- 
bution of foun. 
tain solution! 


7 Lis 
END ink distribution headaches NOW! Attach 
Jumbo Shell and Vibra-Roller in 15 min., no 
drilling. Try 10 days FREE! Write for details, 
stating model Multilith or Davidson you have! 
LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 
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award was Norma Jean Schea, a June, 
1954, graduate of Tuley High School, who 


is working at Chicago Title & Trust Co. 


National Conference 
& Exhibit Calendar 


Eastern Joint Computer Conference, 
sellevue-Stratford, Philadelphia, Dee. 
8-10, 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, Feb. 28- 
March 3. 

National Office Furniture Assn., Conrad 
Hilton Hotel, Chicago, March 20-23. 
Southern California Business Show, Bilt 
more Hotel, Los Angeles, April 12-15. 
New York Stationery Show, New Yorker 

Hotel, New York, May 15-20. 

National Office Management Assn., Royal 
York Hotel, Toronto, May 22-26. 

National Office Machine Dealers Assn., 
Denver, June 26-29. 

National Assn. of 
Waldorf-Astoria 
June 19-23. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Oct. 1-5. 

National Assn. of Bank Auditors & Con- 
trollers, Denver, Oct. 9-13. 

Systems & Procedures Assn. of America, 
Sheraton-Cadillae Hotel, Detroit, Oct. 


Cost Accountants, 
Hotel, New York, 


s 


CANNOT BE DUPLICATED 


GUARANTEED! 
USED REGULARLY IN THE LARGEST 
PLANTS IN THE NATION 
$2.00 per con $30.00 per cose 


fu ston 


Prorat, : 
copy 
STATIKIL 00, —— 


STATIKIL 


A DIVISION OF THE J. E. DOYLE CO. Estobtished 1914 
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Meet ALL requirements 
of ALL typewriters 


WHY Stock 34* Carbon Paper Items? 
WHEN NEV-R-KURL UNIVERSAL 


. Can Be Used on Standard, Noiseless and Elec- 
tric Typewriters 


. Cuts Dealer Carbon Paper Inventory 

. Slashes Investment in Stock 

. Simplifies Purchase for Dealer and Customer 
. Saves Customer Office Supply Space 


New inking makes NEV-R-KURL UNIVERSAL wear 
TWICE as long. This all new smudge-proof carbon 
paper will continue to give clear, legible carbons 
long after the ordinary paper would have been con- 
signed to the waste basket. 


NEV-R-KURL UNIVERSAL wil! not curl or wrinkle 
under any conditions—it’s plastic backed. 

Dealers can increase carbon paper profits, cut their 
costs and the costs of their customers to make more 
sales. Let us tell you the rest of the story. Write to: 
*Dealer Average 


t. A. PHILLIPS, President 


PROCESS /CO. i» 


CLeAm- Paine 
woes stamp 





f the Industry 





Royal Sales Appointments 

D. B. Starrett, 
president in 
charge of sales for 
toyal Typewriter 
Co., announced three 
top sales appoint 
ments. W. W. Pen- 
nels, formerly sales 
training 
has the newly cre- 
ated post of 
administration man- 
ager. H. J. Feaster, formerly sales policy 


vice 


manager, 


W. W. Pennels sales 


administrator, assumes the newly created 
manager of 
replace Mr. 


position of assistant sales 
Regal Typewriter Co. To 
Pennels as sales training manager, Mr. 
Starrett has appointed a man who has 
had a great deal of sales training ex 
perience: Rafter, 
trict manager at Harrisburg. 


George formerly dis 


Plan Biggest NOFA Show 


The largest and most complete office 
furniture show ever held for the indus- 
try will be conducted by National Office 
Furniture Assn., March 20-23 at the Con- 
rad Hilton Hotel, Chicago. More than 
200 exhibits will attract over 3,000 deal- 
ers, their salesmen, manufacturers and 
manufacturers’ representatives from all 
over the country. Registrations for the 
Convention-Exhibit can be made with 
NOFA headquarters, 327 S. LaSalle St., 
Chicago 4. ‘‘A high-spot will be the 
forum discussion ‘What’s New in the In- 
dustry’,’’ said John R. Gray, NOFA’s 
executive director. ‘‘This discussion will 
feature speakers from the wood, steel, 
leather, draperies, plastics and related 
industries.’’ Exhibits will cover a wide 


150 


range of office equipment from lamps and 
desk office furniture and 
metal partitions. Each exhibit will be 
staffed by experienced technicians to an- 
present advice on 


accessories to 


swer questions and 

improvement of all retail operations and 
overhead reduction. 

Old Town S. Calif. Manager 

. 7 William J. Rienzi 

has been appointed 

Southern California 

manager for Old 

Town Corp., it was 

announced by James 

H. McGraw  ZJr., 

president. Mr. Ri- 

formerly 

advertis- 


enzi was 
national 

ing manager of the 
Francisco 
Chronicle and financial advertising mana 
ger of the New York Herald Tribune. 
Before that he with Eagle Pencil 
Co., representing them in Southern Cali- 
fornia, and assistant 
manager. Mr. Rienzi’s headquarters will 
be in the Old Town offices in Los Angeles 
at 1830 8. Flower St. 


William J. Rienzi 


San 


was 


served as sales 


Buys Baltimore Esso Plant 


Cullom & Ghertner Atlanta and 
Nashville printing lithographing 
firm, has purchased Standard Oil 
Company’s Baltimore printing and litho- 
graph plant, according to an announce- 
ment by Alven S. Ghertner, Cullom & 
Ghertner president. Operation of the 
Esso Baltimore plant, in production since 
1929, has been completely transferred to 
Atlanta and Nashville. Esso’s national 
printing requirements will be serviced 


Co., 
and 
Esso 
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Count BOTH 


(and 1,001 Other Items) 


with this New Veeder-Root 


VARY-TALLY 


Multiple-Unit Reset Counter 


Knowing how many apple versus lemon pies, for instance, are ordered 
on a given day . . . or how many cases of what are in the cellar. . . helps 
a restaurant countrol, make plans, make profits. The same goes for a 
manufacturer or wholesaler seeking tighter inventory control . . . or for 
any of the following: 


@ Traffic Engineers @ Restaurants and Hotels 

@ Schools and Colleges @ Mail and Phone Order Deportments 
@ Nurserymen and Florists @ Loundries and Linen Supply Houses 
@ State Park and Forest Services em f ers of equip for: 

@ Loborotories Order Control 


Stock Control 

Arranged © — Plants and ice Cream Processors laventery Chetret 

compactly @ Researchers Traffic Control 
on stands in tiers, the Vary-Tally @ Industrial Plants 
can be supplied in any of 66 com- @ Textile Mills 
binations, up to 6 banks high and @ inspection and Quelity Control 
12 units wide, also a single unit 
model. Write for news sheet and prices. 


Me New ee. @Y VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 


Chicago 6, lll. +» New York 19,N.Y. + Greenville,S.C. + Montreal 2,Conada + Dyndee, Scotland + Offices and Agents in Principal Cities 





Sales and Market Analysis 
Laboratory Analysis 

Payroll Preparation 

@ Jcbbers, Wholesalers, Distributors @ and What De You Want to Count? 
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SOLD ONLY ON A MONEY BACK GUARANTEE 


152 


CHECK THESE FEATURES 


@ Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 
office appearance. 


@ Shipped fiat. Assembles quickly and eusily. 


@ Stackers on bottom form feet for sanitary base. 





Phantom view shows how one unit stacks 
on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired. 











No. 511 LETTER SIZE 


Inside Drawer Dimensions: 1244” x 10/2” 
x 24” long. 


PRICE, 
H 


CARTON PRICE, 
EACH 


$4.70 

5.15 

5.40 
PACKED FLAT—6 to CARTON. Wt. 48 
Ibs, Unit consists of four pieces, shell, 
drawer and two steel stackers. 
Write for details on Check Size, Legal 
Size and Conversion Units for Vouchers 
and Ledger Cards, 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 
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by Cullom & Ghertner from both south- 
ern plants. In addition to an analyzing 
and printing service, the arrangement 
will include the C & G@ Plan in which 
Isso’s completed printing will be stocked 
and inventoried on a yearly basis by 
Cullom & Ghertner. The newly acquired 
facilities will greatly inerease Cullom 
and Ghertner’s production capacity and 
customer service. Roland Kasemeyer was 
named account executive in charge of 
contract production and Andrew Noll 
was named superintendent of bindery op- 
erations. Each was formerly with Esso 
for 21 and 18 years, respectively. Cullom 
& Ghertner Co. has sales offices in major 
cities, 


Nathan Acquires Kalmus-Golden 


Seymour L. Na- 

than, president, 

Chas. S. Nathan, 

Inec., oldest New 

York ‘etail office 

furniture coneern 

with executive of 

fices at 546 Broad 

way, announced that 

his firm has taken 

over Kalmus-Gold- 

a + en, Ine., of 45 West 

36th St., New York. Nathan’s new 

branch will operate from the present 

Kalmus-Golden store as the Kalmus- 

Golden Division of Chas. 8. Nathan, Inc. 

The Nathan organization also has a 

branch store at 150-01 Hillside Ave., 
Jamaica, Long Island. 


Todd Ady, Manager 


Appointment of 
Robert P. Scott to 
the newly created 
post of advertising 
manager of Todd 
Co., was announced 
by Leonard T. 
Thomasma, general 
sales manager. Mr. 
Scott will be re- 
sponsible for plan- 
ning advertising for 
the firm’s line of check protecting and 
imprinting machines, and protected, in 
sured bank and commercial checks. He 
was an account executive of Hutchins 
Advertising Co., Rochester, N. Y., since 
1950 and began his advertising career 
in Chicago. 


Robert P. Scott 


New Milo Harding Building 


Climaxing the celebration of its golden 
anniversary year, Milo Harding Co. of 
Los Angeles, manufacturers of Tempo 
stencil duplicating equipment and 
plies, announced completion of its new 
and modern manufacturing plant and 
general offices, in Monterey Park, Calif. 
Centrally located in the heart of the 
metropolitan area, Monterey Park is just 
ten minutes east of downtown Los An- 
geles, on the Ramona Freeway. New 
Tempo products to further improve sten 
cil duplicating are planned and the com 
pletely equipped, modern experimental 
laboratory is expected to speed that part 


sup 


New plant and offices of Milo Harding Co. in Monterey Park, Calif. 
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soRT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE For fast hand-sorting of cards, 


checks, letters, invoices, orders, 
6) business forms or — docu- 
ments. We make ali types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
eA circulars. 
Ya'n Aor Woes Representatives everywhere. 
Associated Industrial Designers 
P.0. Box 12652, Los Angeles 39, California 


Plant: 1248 East Sixth Street 
Warehouse: New York, Chicago 














WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Emperial 


Lmperiat 


ASK YOUR DEALER 


Imperial 
DESK CO. 


| ger, announced. 
| changes, Carl A. Schiebler was appointed 





Evansville, indiana 





“SLIP-ON” LABEL HOLDER 





A LABEL HOLDER BINDER 





~~ 


SO-! For I"' Ring Books, 25c ea. 
$O-2 For 2" Ring Books, 35c ea. 
SO-1'/. For |'/2"' Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


3 PHON PROBLEMS 


SOLVED—— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 


Write for Literature 


HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 











of the expansion program, while the in- 
creased manufacturing, warehousing and 
result in even 


servicing facilities will 


faster and more efficient service to the 


nationwide network of Tempo Dealers. 


Veneman Named Vice President 

Gerard E. 
vice president and director of sales for 
Nekoosa-Edwards John E. 
Alexander, president and general mana- 
In other administrative 


Veneman jhas been named 


Paper Co., 


general sales manager, and L. A. Gardi 
ner, ‘assistant general sales manager, Mr. 
Veneman had held the position of gen- 
eral manager January. 
Mr. Schiebler has Nekoosa 
since 1936 and was assistant general sales 
1946. Mr. Gardiner, 
assistant 


since last 


sales 
been with 
manager since who 


had been sales manager since 
1952, 


office following 16 years as a sales rep- 


when he transferred to the home 


resentative, joined the company in 1935, 


NOMDA Machine Directory 


The new edition of ‘‘Who’s 
Who in the Office Machine Industry’’ 
has been published by National Office 
Machine Dealers Assn. Its larger size, 
164 pages, reflects NOMDA’s 


biennial 


member- 


Hugh L. Clary (center), president, Clary 

Multiplier Corp., and J. W. Stallings (right), 

general manager of distribution, received the 

first Clary 10-Key Adding Machine from Art 
Crane, assembly foreman. 
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A view of one of 
the exhibit rooms in 
the Biltmore Hotel, 
Los Angeles, during 
the Business Show 
held by the Los 
Angeles Chapter of 
the National Office 
Management Assn. 
last October. 


ship growth since 1952. Members are YE Advertising Manager 

listed alphabetically and geographically 

with their products and shop facilities. George H. Werner has been engaged 
Manufacturers are listed by company as advertising manager of Yawman & 
name and trade names. Copies of the Erbe Mfg. Co. He was formerly with 
directory are available to the industry General Motors Corp. in Rochester, N. Y. 
from NOMDA at 1267 N. Wilton Place, Ralph W. Abell, a member of the adver- 
Los Angeles 38. tising department since 1953, has retired. 





my 


MODERN ACCURATE DEPENDABLE 


Ajax Quick-Sets are designed for the rapid 
change of numbers, letters, etc. from one 
combination to an entirely different one. 
Machines are extremely reliable and positive 
in nature. Can be supplied with changeable 
word cylinder, changeable slides or fixed die 
plates, Wheels and plates en- 
graved to order with any reading 
matter desired. 
Locating guides and special plat- 
forms for proper registration on 
all kinds of business forms can 
be furnished. 
Send for complete catalog on all 
types of timing, dating and 
numbering machines. 


AJAX TIME STAMP CO., INC. 


368 BROADWAY Manufacturers NEW YORK 13, N. Y. 
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The modern portable that does the job of a 
large typewriter. 
built, it has could ask for. 
Check it's nine plus features many of which 
are not found on any other machine. 


Fast — Smooth — Precision 
everything you 


@ Six tabulator stops 
@ New improved margin stops 


@ Automatic paper feed with transparent line 
adjustment plate 


@ Automatic spring-release paper suppo:t 
@ Paper bail pulls way out to the front 

@ New glarefree spring-cushion keys 

@ Touch adjustor controlled by rachet 

@ Standard machine line space lever 


@ Lock lever holds carriage in place when 
carrying in case 


INTER-CONTINENTAL TRADING 


CORP. 
90 WEST STREET + NEW YORK 6, N. Y. 


Johnson, 





Alum-O-Lith General Manager 


Donald Deal has heen appointed gen- 
eral manager for Alum-O-Lith, Ine, 
manufacturers of Alum-O-Lith double 
duty plates and chemicals, according to 
Bert and sales 
manager. Mr. Deal, formerly Rocky 
Mountain district manager, has been 
Alum-O-Lith for the past six years. 
He is the son of Elmer Deal, Alum-O- 
Lith technical director and pioneer in 
the presensitized plate field. His 
will be the coordination of the 
the production, sales and 
Alum-O-Lith 
5601 


Menne, vice president 


with 


main 


duty 
activities of 
research departments at the 
home office and production plant at 
Valley Blvd., Los Angeles. 


Another Friden Building 


another building expansion 
production require- 
announced by Walter 8. 
president, Friden Calculating 
Machine Co. The new construction coin- 
with the firm’s 20th anniversary 
and will be the 12th building expansion 
since the firm moved from Oakland to 
San Leandro in 1936. It will increase 
factory production and oftice area to ap- 
proximately 400,000 sq. ft., more than 
acres, making Friden’s factory area 
origina] 


Plans for 
to meet increased 


ments were 


cides 


nine 
some 20 times larger than the 
San Leandro plant. 


Rapid Roller Eastern Office 

To provide improved service to cus- 
tomers in the eastern part of the coun- 
try, Rapid Roller Co. of Chicago has 
opened an eastern branch office at 800 
McCarter Highway, Newark 5, N. J. 
Phone numbers are Market 4-1805-6. 
‘‘This branch office,’’ stated B. P. Nilles, 
president, ‘‘will take care of any rush 
or emergency orders requiring immediate 
delivery of standard size blankets. The 
Newark branch will maintain a complete 
inventory of Mercury Blankets for the 
convenience of our eastern 
The new office is 


A. D. Kirkpatrick. 


customers,’ 


under direction of 
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Smith-Corona Appointments 

J. B. MeCormick, vice 
Smith-Corona Ine., 
nounced the promotion of Charles A. 
Lane to the position of sales manager 
of the Office Typewriter Division and the 
appointment of William B. Biracree Jr., 
as advertising manager of the company. 
Mr. Lane joined Smith-Corona in 1950 
as advertising manager and in this capac 
ity has worked closely with the sales de 
partment in planning and developing the 
of Smith-Corona 
4iracree, after service 


president of 


Syracuse, N. Y., an 


sales 
in World War II 
pilot in the European Theater, 
Leo Hart Co., Rochester, a cre- 
ative printing organization, and worked 
with many prominent concerns in the 
planning and production of advertising 
material. 


as a 
joined 


Samas Chicago Manager 

Appointment of Raymond T. Tompkins 
as branch manager of Underwood Cor 
poration’s Samas Punched Card Division 
in Chicago was announced by H. R. 
sell, division manager. 


Rus- 


every business man 
can afford a 


DICTATING MACHINE 


Dictating 
Machine? 


ur RENTAL PURCHASE ag@ 
>LAN Will Show You fi 
fjow Convenient It Is 

To Own A 


“ Sti YY, wo yj 


This 20" x 26", 4-color display card, designed | 
by American Dictating Machine Co. for its | 
promotes their rental | 

i 


Rex Recorder dealers, 
purchase plan. 
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€-Z<Err 


has the ANSWER 
to your PROBLEM 


Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System. 


CONTROLS . 


No matter 


.. SIMPLIFIES . . . EXPEDITES 


what records you now 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us demon- 
strate the advan- 
tages you can 
with E-Z 


records, 


gain 
Sort 
tailor-made for any of your office or 
plant procedures. Write today for 


facts. 


E-Z SORT SYSTEMS, LTD. 


45 Secend St., Dept. 3, San Francisce 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 








SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 
wert fO8 CeCUs® 
Cpa) 


2 Mewes OF 





For Your Annual 


peeing ROLLER CHANGE 


Insist on a 
“Futuristic” 
5-Star Platen 
for 
Best Results 
Manufactured nue Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











@ BookKEEPING 
@ CALCULATING 
@® ACCOUNTING 


conditioned. Write for 
current prices. 


Since 1927 WO 4-1240* cable: Hodgmach 


Genuine inset (elfprhoad 








Dewherry Engraving Co. 


801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 


| general sales 





Sure-Grip, 
| mier Materials Co., 


| SoundScriber Adv. Manager 


James J. MeKeon, vice president and 
manager of SoundScriber 
Corp., announced the appointment of 
Gene W. Hanson as advertising and sales 
promotion manager. Mr. Hanson has 
been a member of the company’s home 
office sales staff for the past three years, 
serving as manager of the home office 
sales department and assistant to the ad- 
vertising manager. 


Davidson Chicago Distributor 


W. W. Davidson Jr., executive vice 
president of Davidson Corp., Brooklyn, 
N. Y., has announced the appointment 
of E. G. Ryan & Co., 153 W. Huron St., 
Chicago, as authorized distributor of Da- 
vidson equipment in the greater Chicago 
area. Sales, service and supplies are be- 
ing handled from this office. The David- 
son branch ofiice at 531 8S. Plymouth 
Court has been closed. Davidson Corp., 
a subsidiary of Mergenthaler Linotype 
Co., manufactures offset letter 
duplicating machines, folders, 
paper feeders and supplies. 


and 
presses, 


Sell Opens in S. Calif. 


S. L. Hatch, president of Sell Corp. 
and Sell Chicago Corp., announced the 
opening of a sales and service office in 
the Los Angeles area at 12198 Ventura 
Blvd., Studio City, Calif. Mr. Hatch 
will direct interests in the filing systems 
and equipment fields from the above ad- 
dress. The new Chicago sales and service 
office is at 216 W. Jackson Blvd., under 
the general managership of Jim Cocalis, 
formerly sales manager. 


Adds Machine Pad Line 


A complete new line of office machine 
pads under the trade name, Premier 
has been developed by Pre- 
Chicago. Further in 
formation may be obtained from Premier 
Materials Co., 2029 N. Halsted St., Chi- 


| cago. 
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ey ow NUMBERED —~ 


"The Best — in Property Controt Tags” 


say PURCHASING AGENTS 


“Now, because we know what we have and 
where we have it, we're making the most effi- 
cient use of our equipment. The positive check 
against loss, theft and unauthorized transfer 
eliminates unnecessary purchases . . . helps de- 
termine obsolescence of equipment.” 


(No Screws, Tacks or Tools) 


Lustrous .016” Satin Aluminum “SERIALLY NUM- 
BERED AUTOGRAPHS" are much more durable 
than foil or paper labels ... more impressive and 
easier to use than conventional ‘‘tags.’’ Simply 
brush solvent on the adhesive backing and press 
into place with your fingertips. Mount them in 
seconds on both smooth and crackle finish surfaces. 


THEY — ae a samples and METALL fT We. 
Sriek, / FECT PROPERTY CONTROL.” | MASON CITY, IOWA, U.S. A. 


GO PLACES with Waldon Roberts Enonanns 


In 
Sourr A\FRUIGA.... 


Weldon Roberts Erasers Correct Mistakes In Any 
Language! KNOW SOUTH AFRICA for its places, 
people, commerce, industry! South African businesses 
have long appreciated and bought the erasers acknowl- 
edged as finest and used the world-over—Weldon 
Roberts Erasers that correct mistakes cleanly and 
quickly. 
State waiaianes Sail Uniform, high quality Weldon Roberts Erasers correct 
draan Tour Co. mistakes in business machine writing and handwriting. 
New Vork Your dealer has the exact SIZES, TYPES and STYLES 
for your requirements. 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 
Waldon Robes GRAYPOINT ERASER 


Quality gray rubber core in wood pencil 


5 . pencil sharpener. No, 365 plain end; No. 
Correct Mistekes in Any Language 3650 with special plastic WHISK brusé- cap. 
For erasing typewriting, carbon copies, pen- 

cil writing. 


casing. Sharpens easily with a knife > 
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MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 
copies. 
WRITE FOR 
DETAILS 


654321 


Facsimile Impression 


AMERICAN NUMBERING ACHING CU 


ATLANTIC AND SHEPHE AVENUES 
BROOKLYN 8, NEW YORK 
Branch—-105 W. Madison St., Chicago 2, lil 











“He wants to know where he can get a 


O71SHER 1-for-All refill for his ball point pen!” 
e REDUCES INVENTORY 


e INCREASES SALES 
and PROFITS 


Fits Most Boll Point 


Pens! 
AS ADVERTISED it 


(Olael-taminelia 64@)6) "1 STATIONER 


The FISHER PEN COMPANY. Chicoge 








PAYMASTER 

















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck ‘“‘Outiook"' Envelopes are absolutely 
opaque, essential when wages are paid by check 
Nothing shows but the employee's name. This im- 
proves personnel relations. 

Send us check you now use and we will submit 
sample Paycheck ‘Outlook Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., fs. 1902 


Originators of “Ovtjegkh” Invelopes 
1001 Wo Weshington Blvd. Chrcage J, Hlinets 


A COMPLETE 
ADDRESSING 
AVI 


wiry wust Your TYPIST, 
your TYPEWRITER, 
AND CARBO-SNAP. 


Makes 2 to 6 addresses with ONE typing. 
Saves time, money and temper. 

Ready to use with your present typewriter 
and typist. No machines, stencils, attach 

ments or expensive operotors needed: 


Ask for free samples 


11 Murray Street 
PENNY LABEL COMPANY faraewreu 
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Vancata Is Vice President 


Robertson Photo-mechanix, Ine., an 


nounced the appointment of Joseph Van- 
cata as vice president in charge of sales. 


has been 


over 20 


Mr. Vaneata, who associated 
with Robertson for years and 
who is well known in the graphic arts, 
was formerly assistant to the president. 


The appointment is in keeping with their 


expansion program which includes a new 
manufacturing plant being - com 
pleted in the Chicago suburb of Harwood 
Heights, built primarily to the 
research and development department 
and the new products division. 


now 


house 


For Smaller Manufacturers 


Some small manufacturers are consid- 
ering formation of a joint sales staff to 
sell their products exclusively to 
sumers. Sales areas would be under an 
experienced sales manager to direct mer 
chandising and promotional efforts. En 
tire staff would work on an incentive 
basis. Warehousing would be arranged 
in various areas, stocked by the manu 
facturers on open account with settle 
ment every 90 days. At least a dozen 
manufacturers of items selling for less 
than $100 each are expected to join the 
program. Additional information from 
L. W. Evans, 407 N. Munford St., Rich 
mond 20, Va. 


con 


Complete sales kit for the Facit NTK 10-Key 

Calculator contains folders, blotters, testi- 

monials and dealer ad mats. Manual machine 
weighs 12 lIbs., sells for $199.50. 
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the OLD PASHTONED 


ys 
SZZ 
\Z 


IN 
GO MODERN with 


NO CURL - NO SMUDGE 
Carbon 


be 


It’s old-fashioned to use a fuzzy, hard-to- 
read carbon that taxes the boss’s eyes and 
patience. It’s old-fashioned to use a carbon 
that smears your fingers. 


Go modern with No Curt, No SMUDGE, 
the clean, sharp 
carbon which has 
excellent mani- 
folding power — 
plus an extension 
end that prevents 
the soiling of your 
fingers. Your 
Dealer will gladly 
give you test 
sheets—or write 
direct to us. 





ANS 


M 
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PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office : 13, 110 Franklin St. * Chicago 2, 179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 





Western Regional Manager 

T. O. ‘*Ted’’ Mikolasy has been ap- 
pointed western regional sales manager 
by Telecomputing Corp., Burbank, Calif. 
He will supervise all sales activity for 
the 11 western states from the marketing 
division offices at 1054 Wilshire Blvd., 
Los Angeles. 


Christmas Window Contest 

National Office Machine Dealers Assn. 
announces the Fifth Annual Christmas 
Window Trimming Contest for its mem- 
bers. Cash prizes total $100 with $50 
as first prize; $25 for second, and five 
prizes of $5 each. 


Victor Branch Managers 
Sam Zimring 
Francisco branch manager of Victor Add 
ing Machine Co. He formerly served in 
a similar position in the Seattle branch. 
Taking his place in Seattle is Walter 
Seay, who returned to the company after 
a short according to A. F., 
Bakewell, Victor vice president. 


was promoted to San 


absence, 


SHEET 
PROTECTORS 


For 2- and 3-Ring 

Binders 

ff mm we *METAL 

Y SS EYELETS 
a — an exclu- 
sive Amfile 

feature 


Qijtil: 


They glamorize 
proposals, pres- 
entations, price- 
lists, photo- 
graphs — any 
letter-size papers. 











A one-inch ring 
binder holds up to 25 protectors. Made of 
heavy gauge, non-inflammable acetate. Size 
11 x 81/2". Packed 25 to a box. 


lf your dealer doesn't have them in stock, | 


send us his name and we'll see that you are 
supplied promptly. Write for circular. 
AMBERG FILE & INDEX CO. 


Filing Specialties since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 


A. B. Dick Jr. 


Albert Blake Dick Jr., 60, chairman 
of the board of A. B. Dick Co., died 
Oct. 24 after a long illness. He started 
as a salesman and clerk in his father’s 
business and became president and treas- 
urer in 1934. In 1947 he was named 
board chairman. Mr. Dick was a diree- 
tor of a number of Chicago businesses 
and banks, including Northern Trust Co., 
First. National Bank of Lake Forest, 
Commonwealth Edison Co. and Marshall 
Field. He also served a term as Mayor 
of Lake Forest. He is survived by his 
widow; his son, Albert Blake 3d; and 
daughter, Mrs. Helen Dick Bronson. 


Edward Hano 


Edward Hano, a director of Philip 
Hano Co. and its president from 1934 to 
1951, died suddenly Oet. 9. He also had 
been treasurer of Technicarbon Co. Born 
in New York in 1890, Mr. Hano was one 
of four sons of Philip Hano, founder of 
the firm which he joined in 1908. 


ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 
Ask Your Visible Systems wagptor 
Cc 


or write te PALSON MFG. ; 
280 Main St., Worcester 8, Mass. 
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Index to THE OFFICE, Volume 40 
July through December, 1954 


Absences, Cuts Errors and, G. B. Griffiths 

Adding Machines Save Space, Small 

Alcoholic Workers, How Business is Helping Its, Sidney Feldman 

AMA Office Management Conference in New York 

Apeco Offices, New 

Assistant, Holding on to a Trained, Ernest W. Fair 

Auto Driving Test Help to Spot Executive Ability?, Can an, Jac H. Karlan 
Backorders, Systems That Control, John H. Ransom 

Blue Cross, A Million Mailings a Month by N.Y., Sidney Shepherd 

Capitol Records to Build a Round Office Building _. 

Check Passing, Police Say Business Is Too Apathetic to Bad 

Checks Wastes Executive Time, Hand Signing, Lyne S. Metcalfe 

Closing of Monthly Accounts, Techniques for Earlier, William C. Madden 
Code for all Purposes, Uses City's Accounting, Wade H. Hannah 

Collating Bottleneck at Allied Stores, Machine Breaks, John W. Savacool 
Communicate?, How Much Does It Cost to, C. |. Keelan ... 

Control of Non-Routine Assignments, Pin-Point, R. Greenberg & M. ¥. Terracino 
Correspondence Control, A System for Adequate, Beatrice T. Cecil ; 
Dictation Team, Rules for the, Pau/ J. Latzer 

Direct Mail, Office Produces Its Own, W. Friday 


Earn More Than Office Workers, Manual Workers 

Electronic Office, The Lyons, John Grindrod 

Feeding Works in the Average Office, How Machine, Sidney Feldman 
Files?, Who's the Intruder in Your, Ben F. Gregory 

Filing, Why Training is Needed for, Bery/ Batten 

Floor Maintenance Can Save Expensive Reflooring, A, L. Sodergreen 
Fluorescent Stocks Compel Attention to Printed Matter, E/mer J. Brant 
Forms Are Supplied to Users of This Electrical Tester, Record 

Forms Distributors’ 9th Annual Conference in Colorado Springs, Sept. 25-29 
Hannover Fair, The 

Help, Too!, You Can Rent Office 

Inserting Machine Speeds Brewer's Mailing Operations, Sydney Shepherd 
LOMA Conference in Washington, September 27-29, 31st Annual 
Machine Accountants Hold Their Biggest Annual Convention 

Mail Management, A/ Ames 

Marginally Punched Cards, Panel Design Saves Space on, L, E. Griffith 
Material Variance Accounting, A Simplified System for, Herman Schultz 
Michigan's New State Office Building 

Motivating Employees with Non- setts Incentives, Leon C. Megginson 
Mystery Mail, A/ Ames . 

NAM's New Offices 

National Business Show Opens in New York on September 27, Golden Jubilee 
National Business Show, Trends Indicated at the 1954 

NCR's Remodeled Office Building 

NOMA Conference Held in St. Louis 

NOMDA Convention, New Records Set at 

NSOEA's 50th Anniversary Convention and Exhibit 

Olivetti Opens Fifth Ave. Showroom 


Payroll, Machine System Simplifies Distiller's Complicated, M. M. Johnson 
Philadelphia's Forms Control and Records Management Program 
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Photocopier Relieves Typing Pool’s Workload 
Plant, Adds Office Story to, Walter Rudolph 
Production, Office Work IS, Frank L. Rowland 


Quantity Should We Order?, What, Donald Peddie 

Records Management Program, Philadelphia's Forms Control and 
Reports, The Management and Control of, Milton Reitzfeld 
Safo: A World Writing Technique, Prof. Dr. Andre Eckardt 
Sales Analysis Is Faster on Machines, Alfred O. P. Leubert 
Salesmen's Expenses, Simplified Disbursement of 

Sampling Method, The Work, Merle Stewart 

Sorter for Outgoing Mail, Using a, Claire S. Casey 

Standards for Duplicating, Convair Sets Work, Charles Lahr Jr. 
Standards is Saving $100,000 a Year, Pay Based on Work, W. Gilbert Brooks 
Stencils by Machine, Air Force Cuts, Maj. Thomas B. Nordan 
Suggestion Program, The Navy's Beneficial, Beatrice T. Cecil 
Systems Meeting in New York, 7th Annual International 

Systems Pitfalls, Avoid These, Leslie H. Matthies . 

Tax Law Affects Replacement of Equipment, How New, Joseph J. Schwartz 
Terminal Digit Indexing, Numbering Machine For, L. E. Griffith 
Theft Contro! Programs 

Tired?, What Makes a Businessman, Dr. W. Schweisheimer 
Transcriptions Can Multiply Fast, Data, Leslie H. Matthies 
Turnover of Office Employees, Controlling the, Sidney W. Koran 
Tying Speeds Mailings, Machine 

Voucher Tickets on Check Save Posting Time 

Waste Drive, Office Worker Wins First Prize in Paper's 

Workers Increase, Office 


Nov., 
Sept., 
Sept., 
Nov., 
Aug.. 
Sept., 
Nov., 
July, 
July, 
Oct., 
Dec., 
Nov., 
Nov., 
Dec., 
Nov., 
Oct., 
Nov., 


Dec., 
Sept., 
Sept., 
Aug,., 
Sept., 

Oct., 

Dec., 


July, 
Sept., 
Oct., 


106 
126 
92 


92 


7 
10 


100 
él 
65 
90 
16 
73 
69 
89 
96 
80 
19 

6 

146 

110 

120 

137 
69 
76 
57 


229 
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Index to New Products in “THE OFFICE, July through December, 1954 


ACOUSTICAL TILE Monroe Calculating Machine was” 


Simpson Logging Co. Nov., 202 CARBON PAPER 


ADDING MACHINES Allied Carbon & Ribbon Mfg. Corp. ....Sept., 
R. C. Allen Business Machines, Inc. Columbia Ribbon & Carbon Mfg. Co. .. oe. 
ec., 


Aug., 82; Nov., Kee Lox Mfg. Co. 
Alma Office Machine Corp. Nov., Kores Carbon Paper & Ribbons M 
Ainold Bromberger . Oct., 
Burroughs Corp. Aug., Manifold Supplies Co. . 
Clary iv 4 
Facit, Inc. . ec., 
Olivetti Corp. of America Dec., CASH BOX 
Regna Cash Registers, Inc. July, Goodfriend Metal Products Co. 


ADDRESSING MACHINES CASH REGISTERS 


Nettie Mfg. Co Sept., ti ‘ 
Rex-Rotary Distributing Corp. Sept., National Cash Register Co. 


Weber Label & Marking Systems .. July, CHAIRS 
AIR CONDITIONING Aluminum Seating Corp. 


Blair Aluminum Furniture Co. 
General Ozone Corp. Sept., Cramer Posture Chair Co. 


BINDERS AND BINDING ence | ig Co. 

| : aso Steel Products 
sere ty Aga Co. July, 112; — Milwaukee Metal Furniture Co. 
Plastic Binding Corp. Oct., CHECKSIGNERS 
BOOKKEEPING MACHINES Cummins-Chicago Corp. 
Burroughs Corp. : f > Nov., 
Underwood Corp. Nov., nape ge ye 
BOOK TRUCK een Reena 
Hearthside Industries Div., Grolier Society COIN HOLDER 

Sept., Metal Products Engineering, Inc. 

CALCULATORS COLLATORS 


Heinrich Diehi, GmbH Aug., Reproduction Products Co. 
Facit, Inc. .... July, Thomas Collators, Inc. 


164 THE OFFICE 


ultiplier Corp. Dec., U. S. Carbon & Ribbon Mfg. Co. 


fg. Corp 


Sept., 
Sept., 
Sept., 


Sept., 


Aug., 


July, 


.Nov., 
Dec., 
.Oct., 


Aug., 
Nov., 
Sept., 


Dec.., 
Dec., 


ov., 146; Dec., 112 


170 


106 
% 
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CONTROL BOARDS 


Maggie Magnetic, Inc. 
Plan-o-Matic Div., Lansdale Products 
Corp. .. 


CONVEYOR SYSTEMS 
Samuel Olson Mfg. Co. 


COPYING CAMERAS 

Haloid Co. 

Merritt Lacey Corp. 

Robertson Photo-mechanix, Inc. . 


COUNTING TABULATORS 
Denominator Co. 


DESKS 


Art Steel Co. 

Coie Steel Equipment Co. 
Corry-Jamestown Mfg. Corp. 
Globe-Wernicke Co. . 
Orna Metal Products Co. 
Western Mfg. Co. 
Worden Co, ... 


DESK ACCESSORIES 

Columbian Art Works, Inc. 
Goodyear Printing & Stationery Co. 
Laufer-Gummi 

Lloyd Giles (Laboratories) 

Mirsa Co. 


DICTATING MACHINES 
Dictaphone Corp. 
Geiss-America 

te & Mfg. Co. 


Hush-A-Phone Corp. 
Magnetic Recording Industries 
Mohawk Business Machines Corp. 


DUPLICATING ACCESSORIES, SUPPLIES 
Atlas Stencil Files Corp. Oct., 
American Stencil Mfg. Co. 

Oct. 174; Nov., 179; Dec. 
Ralph C. Coxhead Corp. .Aug., 
Curtis-Young Corp. .. Nov., 
A. B. Dick Co. Oct. 
Ditto, Inc. ... i Nov., 
Duplicating Papers, Inc, 
Frankel Mfg. Co. 
Groveton Paper Co. 
Heyer Corp. 
Kleenie Master Co. 
Ink Specialties Co. 
Speed-O-Print Corp. 


DUPLICATORS, SPIRIT 

A. B. Dick Co. 

Hectographia Corp. 

Heyer Corp. 

Speedliner Co. 

Wolber Duplicator & ) pety Co. 
Zip-O-Rite Co. ... 


DUPLICATORS, STENCIL 
A. 8, Biek Ce, .... 
Print-O-Matic Co. 


ELECTRONIC EQUIPMENT 

Burroughs Corp. : 

Cycle Equipment Co. . 

International Business Machines Corp. 
National Cash Register Co. : 


Ribbon & Ticket Paper Co. 
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Shepard Laboratories 


ENVELOPES 


Columbia Envelope Co. 
Gilbert Paper Co. 


FACSIMILE EQUIPMENT 
Chesapeake Industries, Inc. 


FILES 

Art Steel Co. 

Browne-Morse Office Furniture Co. 
Dolin Metal Products, Inc. Nov., 
Diebold, inc. . July, 
Fototype, Inc 

Guide-O-Matic Equipment Co. 
Northwest Metal Products Co. 
Posting Equipment Co. 

Remington Rand Inc. 

Top Flight Products Co. 


FILING SUPPLIES 

G. J. Aigner Co. .. 
Globe-Wernicke Co. . 

Metal Products Engineering, Inc. 
Sengbusch Self-Closing Inkstand Co. 


FLOOR MAINTENANCE 
Walter G. Legge Co. 
West Disinfecting Co. . 


FOLOING MACHINES 


Blankenhorn Co. 
Faltex Div., Lansdale Products Corp. 


FORMS 


Alfred Allen Watts Co. 

Baltimore stemees Co. 

Dome Publishin 

General Multi "Fos Sales Co. 
Philip Hano Co. July, 
Modern Business Forms Mfg. Co. 


"a 


Moore Busiess Forms, Inc. 
National Blank Book Co. 
National Litho Forms Co. 
Newport News Forms Co. 
Onyx Precision Forms Co. 
Pierce Specialized Equipment Co. 
C. E. Sheppard Co. 
Standard Printing Co. 
Transface Process Co. 

U. S. Business Paper Co. 
Visirecord, Inc. 


FURNITURE 

A. Blank, Inc. 

Executive Furniture Co. 
Imperial Furniture Corp. 
Invincible Metal ane Co. 
Mutschler Bros. 

Wood Office Furniture Institute 


INTERCOM SYSTEMS 
Automatic Electric Sales Corp. 


David Bogen Co. Aug., 


Federal Telephone & Radio Co. 
TelAutograph Corp. 


LABEL PRINTER 
Soabar Co. 


LECTERNS 
Kell-Mor Lectern Co. 


July, 


Oct., 
Dec., 


Sept., 


Sept., 
Aug,., 
188: Dec., 
105; ee 
Sept., 
Nov. 
July, 
Dec., 
July, 
Sept., 


Dec. 

Nov., 
Oct., 
Aug., 


Oct., 
Aug., 


Aug., 
Sept., 


Aug., 
Sept., 
Oct., 
Oct., 
112; Nov., 


41; Nov. 
Nov., 
July, 
Dec., 
Nov., 
Dec., 
Sept., 
Sept., 
Nov., 
Sept., 
Nov., 
Aug., 


Oct., 

Dec., 114 
July, 118 
Dec., 100 
Sept., 2i1 
July, 137 


ove e Ot, 166 
90; Dec., 130 
Aug., 98 
Dec., III 


Nov., 156 





LIGHTING 


Adjustable Fixture Co. 
dwin F. Guth Co. 

F. W. Wakefield Brass Co 
M. G. Wheeler Co. . 


MACHINE STANDS 
Halverson Specialty Sales 
Maso Steel Products ... ept., 
Tiffany Stand Co.....Sept., 163; Oct., 


MAILING EQUIPMENT, SUPPLIES 
Mailograph Co. 

Inserting & Mailing Machine Co. 
Penny Label Co. 

Printing Devices, Inc 

Carl E. Strickler & Co. 

Weber Label & Marking Systems 


MICROFILM EQUIPMENT 
Burroughs Corp. 


OFFSET ACCESSORIES, SUPPLIES 
Acme Visible Records, Inc. Dec., 
Allied Litho Supply Co Sept., 
American Type Founders, Inc. Nov., 
Alum-O.-Lith, Inc. Nov., 
Columbia Ribbon & Carbon Mfg. Co. 

July, 132; Sept., 
Colwell Litho Products, Inc. ; Nov., 
Davidson Corp. July, 
Eastern Corp. Nov., 
Filmotype Corp. Nov., 
Harris-Seybold Chemical Div. . Aug., 82; Dec., 
Litho Engineering & Research Sept., 
Michael Lith, Inc. Oct., 
NuArc Co. Oct., 
Harold M. Pitman Co Nov.. 
Ozalid Div., General Aniline & Film Corp. 


Plate-O-Lith Co. .. 

Robertson Photo-mechanix, !nc 
Roll-O-Graphic Corp. 

Sun Supply Co. . 
Statikil Div., J. E. Doyle Co 


PAPER CUTTERS 
Challenge Machinery Co Dec. 


PAPER STOCK 
Esleeck Mfg. Co. 
Groveton Paper Co. 
Verlag Anton Muller 
Rising Paper Co. 
Byron Weston Co 


PAPER SHREDDER 
L. R, Wallace & Co 


PARTITIONS 


Arnot-Jamestown Div., 
Products Corp. 

G R Products, Inc 

Irwin Casper, Inc. 

Johns-Manville 

United States Plywood Corp 


PHOTOCOPIERS 

Charles Bruning Co. 

Cormac Industries, Inc. 

General Photo Products Co. 

Hunter Photo Copyist, Inc. 

Metalphoio Corp. 

Ozalid Div., General Aniline & Film Corp. 


Sept., 
P & H Sales Corp. ... Sept., 


Aug., 


Nov., 
210; Nov., 
152 Dec. 


July, 
Nov., 
Oct., 
Aug., 
Oct., 
Oct., 


July, 


Aug., bof Oct., 


Aug., 84; Dec., 

e é% eee 
Dec., 
Aug., 
Nov., 


Aug., 


Nov., 
Oct., 


Aetna Stee! 


166 


Peck & Harvey Mfg. Corp 


PHOTOCOPY SUPPLIES 


Technifax Corp. 
Transface Process Co. 


PHOTO PRINT DRYERS 


Simplex Specialty So. 


Sept., 168; Nov., 


POSTAL SCALES 
Atlas Scale Div. 

Pelouze Mfg. ¢ 
RECORDS INSURANCE 


Hartford Accident & Indemnity Co 
Nov., 


J. L. Galef & Son 


SALES SYSTEM 
Telecomputing Corp. 


SAFES 
Brush-Punnett Co. 
Schwab Safe Co 
SHELVING 
Borroughs Mfg. Co. 


SIGNS 


160; Dec., 


.Oect.. 


.Sept., 


148; Dec., 


Acme Bulletin & Directory Board Corp. 


SORTERS 


Associated Industrial drtereniig > 
Kehihaas Co. 
Recordplate Co. 


STAPLERS 

Sam Abrams Co 
Bostitch 

STATIONERY SUPPLIES 


Accountants Supply House 
Alliance Rubber Co. . 
All-Rite Pen Co. 


GREETINGS 


a 


5 1954 |! CHRISTMAS 
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.Aug., 


.Sept., 


Nov., 


.. Aug., 


.Nov., 


110; Nov., 


mee 81; 


Oct., 
. duly, 


.Nov., 
. July, 


Dec., 
Sept., 


. Sept., 
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Aurora, S.p.A. .. ; 
Bankers & Merchants, Inc. 
Barber-Colman Co. 
Better Packages, Inc. 

L. D. Blehart Co, 
Cel-U-Dex Corp. , 
Consolidated Office Supply Co. 
Chart-Pak, Inc. 

Engineered Products Co. 

Evans Specialty Co. ...... 
Eberhard Faber Pencil Co. 
Haines Publishing Co. 

H. F. Grieder Co. ; 
Halverson Specialty Sales 
Herald Sales 

Koh-i-noor Pencil Co. 
Laufer-Gummi 

Minnesota Mining & Mfg. Co. 
National Cash Register Co. 


Oh. 
July, 124; Aug., 
1) 


Sept., 174; Nov., 


ov., 

July, 
Sept., 
.Nov., 


Sept., 186; Nov., 


Nov., 
Sept., 
Nov., 


_- 
Oct 


om 
Sept., 212; Oct., 
Sept., 170; Oct., 


Sept., 

Sept., 
July, 
Oc 


Res 
National Vulcanized Fibre Co. Sept., 167; Oct., 


Arthur H. Nellen Jr. 

Office Products, Inc. 

7 Products Div., Ketcham & McDougall, 
nc. 

Professional Tape Co 

F. W. Radel Co. 

W. T. Rogers Co. 

Sanford Ink Co, 

Spencer Rubber Products Co. 

Superior Printing & Loose Leaf Co. 

Systems Mfg. Corp. 

Universal Pen Co. 

Sengbusch Self-Closing Inkstand Co. 


STORAGE CABINETS 
Marvei Metal Products Co 
Precision Equipment Co. 
Steel Service Mfg. Co. 


TABULATING EQUIPMENT 
Commercial Controls Corp. 
Cummins-Chicago Corp. 
Dillon-Ford & Co. 

Monarch Metal Products, Inc. 


July, 
Sept., 


ov., 
Aug., 
Nov., 

Dec., 
Sept., 

July, 
Sept., 
Sept., 
Sept., 
Sept., 


Aug., 
Aug., 
Sept., 


July, 
Sept., 

Dec. 
Sept., 


153 
199 
138 
205 
162 
159 
166 
206 
197 
184 
104 
164 
141 
167 
182 
188 
164 
137 
143 
144 
128 
204 


171 
103 
197 
112 
207 
108 
200 
163 
162 


The Punched Card 

Record Files, Inc. 
Remington Rand Inc. 

Samas Div., Underwood Corp. 
Tab Products Co. 


TELEPHONE AMPLIFIER 
Almy-Hayden-Maxwell Co. 


TIME STAMPS 


A. D. Joslin Mfg. Co. 
Latham Time Recorder Co. 


TRAINING FILMS 
Business Education Films 


TYPEWRITER, ELECTRIC 
Royal Typewriter Co. 


TYPEWRITERS, STANDARD 


Gramont Corp 
Inter-Continental Trading Corp. 
Royal Typewriter Co. 


TYPEWRITERS, PORTABLE 
Underwood Corp., 


TYPEWRITER PARTS, SUPPLIES 
American Stencil Mfg. Co. 
William Dreusicke & Co. 
J. A. Heinrich Dankers 
Industrial Div., Durkee-Atwood Co. 
Pearl Engraving Corp. 

July, 104; Aug., 104; 
Typewriter Equipment Co. 


TYING MACHINES 
B. H. Bunn Co. 


WATERCOOLERS 
Frigidaire Div., General Motors Corp. 
Uniflow Mtg. Co. 


Sept., 166; 


Aug., 86; 


Bind your copies of The Office 
and use this helpful index 


Send $3 for a set of two 


A binder holds six issues. 
The complete volume in- 
dex is in the last issue 
(June and December) in 
the binder. You can find 
any article or New Prod- 
ucts item in a jiffy! 
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hold 
(not 
Binders 
in the 


binders to 
year’s issues 
singly). 
postpaid 
Office 
232 Madison 
York 16, N. Y. 


Ave., 





Publications Co.. 


ADVERTISERS» 





Acco Products, Inc 31 
Acme Adding Machine Service & Sales Corp. 158 
Ajax Time Stamp Co 155 
Alien Business Machines, Inc., R. C. II, 12, 13, 14 
Allied Litho Supply Co 127 
Amberg File & Index Co. 162 
American Lithofold Corp. 116 
American Numbering Machine Co 160 
American Photocopy Equipment Co 93 
American Stencil Mfg. Co 47 
Ames Supply Co 

Art Steel Co. 48 
Associated Industrial Designers 

Atlas Stencil Files Corp 92 
Aurora §S.P.A. 30 
Autocopy, Inc. 

Automatic Electric Sales Corp, 22 


Bankers Box Co 
Blaisdell Pencil Co 
Bogen Co., David 
Bohn Duplicator Corp 
Borroughs Mfg. Co 
Bud Type Cleaner Co. 
Bunn Co., B. H. 
Burroughs Corp 


Calculator Equipment Corp 
Can-Pro Corp 

Clar-O-Type Co. 

Codo Mfg. Corp 

Columbia Ribbon & Carbon Mfg. Co 
Comptometer Dictation Division 
Copease Corp. 

Copy-Craft, Inc. 
Corry-Jamestown Mfg. Corp. 
Cotterman, |. D. 

Coxhead Corp., Ralph C. 
Cramer Posture Chair Co. 


Dennison Mfg. Co. 

Dewberry Engraving Co 158 
Dick Co., A. B. 94 
Diebold, Inc. 28 
Diehl, G.m.b.H., Heinrich 33 
Ditto, Inc Inner Back Cover 


Eastern Corp. 52 
Evans Specialty Co 121 
E-Z Sort Systems, Ltd 157 


Fabbrica Addizionatrice Italiana 90 
Faber-Castel] Pencil Co. A W 108 
Facit, Inc. 

Federal Cash Register Co. 138 
Felt & Tarrant Mfg. Co 

Fisher Pen Co. 

Force & Co., Wm. A. 

Friden Calculating Machine Co 
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Gates Associates 

General Binding Corp. 

General Office Equipment Corp. 
Gestetner Duplicator Corp. 
Gilbert Paper Co. 

Goodyear Printing & Stationery Co. 


Haloid Co. 

Hammermil! Paper Co 
Harris-Seybold Co. 

Heyer Corp. 

Hush-A-Phone Corp. 
Hygienic Phone Service, Inc. 


Imperial Desk Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. 

Inserting & Mailing Machine Co. 
Inter-Contirental Trading Corp. 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Joslin Mfg. Co., A. D. 


Kee-Lox Mfg. Co. 
Kell-Mor Lectern Co. 
Kline Co., W. R. 


Lansdale Products Corp. 
Letterex Corp. 
Litho Engineering & Research 


Manpower, Inc. 

Marchant Calculators, Inc. 
Metalcraft, Inc. 

Minnesota Mining & Mfg. Co. 
Modern Business Forms Mfg. Co. 
Moore Business Forms, Inc. 
Moore, Inc., P. O. 
Multi-Counter Mfg. Co. 


National Blank Book Co. 
National Cash Register Co. 
National Litho Forms Co. 
Neubauer Mfg. Co. 

Norta Distributing Co. 
Northwest Metal Products Co 
Nu-Arc Co 


Office Products, Inc. 

Office Publications Co. 

Old Town Corp. 

Olivetti Corp. of America 

Outlook Envelope Co. 

Ozalid, Div. of General Aniline & Film Corp. 
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Palson Mfg. Co. 

Parsons Paper Co. 

Paterson Parchment Paper Co. 
Peerless Imperial Co. 

Pelouze Mfg. Co. 

Penny Label Co. 

Phillips Process Co. 
Pitney-Bowes, !nc. 

Plastic Binding Corp. 
Plymouth Rubber Co. 
Pres-To-Line Corp. of America 
Print-O-Matic Co. 

Pronto File Corp. 


Rapid Roller Co. 

Record Files, Inc. 

Regal Typewriter Co. 

Regna Cash Registers, Inc. 
Remington Rand Inc. 
Rex-Rotary Distributing Corp. 
Roberts Rubber Co., Weldon 
Robotyper Corp. 

Rogersnap Business Forms 
Royal Typewriter Co. 


Saunders Mfg. Co. 





AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


SPECIAL DISCOUNT NOTICE 


Due to our newly installed 5,000 gallon 
tanks and modern up-to-date equipment 
in the manufacture of duplicator fluid 
for all types of duplicator machines, we 
offer the Stationers and Dealers special 
discounts on the one (1) Gallon Cans 
and 54 Galion Drums of AUTOCOPY 
Duplicator Fluid. 


Our lithograph cans or your own can 
—you supply the labels. Write now for 
our special discount sheet. 


AUTOCOPY, INCORPORATED 
12150 South Peoria St., Chicago 43, Ill. 
150 West 26th Street, New York 1, N.Y. 
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Scribe Corp. 26 
Shredmaster Corp. 122 
Smead Mfg. Co. 46 
Smith-Corona, Inc Inner Front Cover 
SoundScriber Corp 49 
Spot Carbon Products 124 
Statikil Div., J. E. Doyle Co. 149 
Stow & Davis Furniture Co. 24 


Thomas Collators, Inc. 73 
Times Facsimile Corp. 18 
Traveletter Corp. 68 
Tubular Specialty Mfg. Co. 43 


Underwood Corp Outer Back Cover 


Vari-Typer, The 14} 
Veeder-Root, Inc. 151 
Victor Adding Machine Co. 139 
Vogel-Peterson Co. 2\ 


Wausau Paper Mills Co. 88 
Weber Label and Marking Systems 

Weston Co., Byron 

Wheeler Insulated Wire Co. 

Worden Co. 


TYPEWRITERS 


SSS" 
REGALRITE BRAND 
RIBBONS AND CARBONS 


s 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best hy Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC: 


200 HUDSON ST., NEW YORK 13, N. Y. 





Its Human! 


N” election 
vember 


evening, last No- 
2nd, the advance of 

electronics on the highway to 

preferment in our industrial 
society encountered a minor road- 
block. At 8:30 p.m., amidst much 
fanfare, UNIVAC predicted an 
electoral landslide. Leaving — the 
political issues strictly aside, as a 
management and business publiea- 
tion concerned with the human fae- 
tor, it 
comments, both witty and relieved, 
from many sides that the great elee- 
tronie computer was wrong. Not 
only was it wrong initially, but it 
compounded _ its 


has been eurious to observe 


changing 
iis mind several times during the 


errors, 


course of the evening, and winding 
up this particular incident with a 
rather dreary 
nosticator. 


record as a prog- 
Perhaps the most. rele- 
vant comment was the entirely un- 
related remark, immediately after 
UNIVAC’s early prediction, by the 
veteran commentator Lowell Thomas 
who stated how election returns be- 
fore 10 p.m. (EST) are tradition- 
ally meaningless. In view of what 


170 


happened that evening, his obser- 
vation is still remarkably aecurate, 
«® testimonial to the as vet. still 
higher position of the human over 
the our evolutionary. 


scale. 


machine on 


There is no attempt here to mini- 
mize UNIVAC or the value of what 
Indeed, 
a strone case could be presented 
that this latest model of information 


processing systems is the most ver- 


if was attempting to do. 


satile representative of such revo- 
lutionary equipment intro- 
duced to our industry. There is no 
the impact of advanced 
electronics on our lives will be 
And the major mistakes 
night may very likely 
be traced to human 
¢ramming. 

What is involved here is the hu- 
man trait to derive amusement from 
the 
ment of 


ever 
question 


enormous. 
on election 


errors in pro- 


inconvenience or  embarrass- 


(or something!) 
Judging 
from some reports and literature in 
recently, many of us have 
been nursing an inferiority complex 
in relation to the 
machines, 

This election night example indi- 
cates the machines are also human 


someone 


cleverer than ourselves. 


vogue 


new electronic 


enough to make mistakes and per- 
haps we can now all little 
more confidence in the human brain 
and more secure in our own future 
work. In any it indicates a 
breathing spell before the human 
and takes second 
place in the scheme of things, as 
long ago deseribed by Karel Capek 
in his R. VU. R. 


feel a 


Case, 


becomes obsolete 
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A DITTO One-Writing System can produce 
results like these for your company 


Look to your office paperwork for greater prof- 
its through savings and increased production. 
Your company, like these, can effect substan- 
tial savings by cutting all unnecessary re- 
writing of orders and invoices — production or- 
ders —payroll—purchasing and receiving and 
other repetitive paperwork. A DITTO One 
Writing System is a fast, simple duplication 
process that eliminates any series of typed or 
hand-written recopying operations. Just one 
writing produces all the records needed for 
each of your departments—up to 300 if you 
need them. A DITTO One Writing System is 
not “cut and dried”’ but is tailored to fit your 
system—to speed office paperwork—to save 
your company time, effort and money. Mail 
coupon today for complete information. 


DITTO’ One-Writing Systems 


@eeeeeede 

DITTO, Inc., 2283 W. Harrison St., Chicago 12, Ill, 

In Canada: DITTO of Canada, Ltd., Toronto, Ontario 

Gentlemen: At no cost or obligation, please send me 

more information on how you can save us money, time 

and effort with the DITTO One-Writing System for 
Payroll investory Control —[_] Hospitel Admittance 
Order Billing (_} Production (_) Purchasing-Receiving [_] Other 





Before you. choose ANY typownitor... 


be sure you see and try the 
NEW UNDERWOOD ELECTRIC 


Flick the switch on this Underwood 
and you're ready for the typing thrill 
of your life. . 

You'll quickly see how little effort 
it takes to write every letter better... 
to give your boss the best letters he has 
ever signed. 

You’ll soon understand why Under- 
wood is known as the “typewriter 
leader of the world.’’ Always leading 
in basic features that encourage speed, 
accuracy and ease of typing. And now 
leading with the most advanced electric 
typewriter ever built! 

Let us give you and your employer 
a demonstration ...in your office, on 
your work. He, too, will quickly seethe 


many advantages and economies of 
having this new Underwood at your 
finger-tips. 

Remember... don’t buy ANY type- 
writer until you try the Underwood 
Electric. For a demonstration, call 
your local Underwood Office listed in 
the yellow pages of the phone direc- 
tory. 


Underwood Corporation 


Typewriters...Adding Machines... Accounting 
Machines...Carbon Paper... Ribbons 
Punched Card Equipment... Electronic Computers 


One Park Avenue New York 16, N. Y. 
Underwood Limited Toronto 1, Canada 
Sales and Service Everywhere 


UNDERWOOD 
wee 


Underwood Electric |: % % Typewriter 


Leader of the World 





